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The Self-Assessment Toolkit for Head Start and Early Head Start Programs is 
available in electronic format on two websites: 
 
ACF Region I: 
 

www.acf.dhhs.gov/programs/region1/hsh.htm 
 

New England Resource Center: 
 
 www.edc.org/CCF/hstta/nerc/resources.htm 
 
You may download and print extra copies of the entire toolkit or particular 
sections.  The files are in standard Microsoft Word '97 format which can be 
adapted and .pdf format which can not be altered but provides a quality printed 
copy.
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Introduction 
What is a self-assessment and why should we do it?   

Self-assessment is a process by which Head Start programs can annually review their own 
management systems and program operations in order to assure that quality services are 
delivered to children and families each year. 
 
Head Start Performance Standards clearly state that at least once each program year, with the 
consultation and participation of the policy groups and, as appropriate, other community 
members, grantee and delegate agencies must conduct a self-assessment of their effectiveness 
and progress in meeting program goals and objectives and in implementing Federal regulations.* 
The objectives of Head Start and Early Head Start are clear: 
 

• Enhance children’s growth and development. 

• Strengthen families as the primary nurturers of their children. 

• Provide children with educational, health and nutritional services. 

• Link children and families to needed community services. 

• Ensure well-managed programs that involve parents in decision-making.** 

How can Head Start programs be sure that the services provided meet these objectives on a daily 
basis and strive to continuously improve the quality of services? 

By using this Self-Assessment Toolkit for Head Start and Early Head Start Programs, grantees 
can annually assess how specific aspects of the program’s operations impact services delivered 
to children and families.  Self-assessment is not an isolated event, but along with ongoing 
monitoring, is an integral part of a program’s planning cycle.  Programs seeking continuous 
improvement should constantly ask the questions: 

• Are our services responding effectively to the changing needs of children and 
families? 

• Are we doing what we need to, or are we just doing it the way we have always done 
it?  

• Can we refine our program design and management systems to further improve 
services to children and families? 

 
*45 CFR 1304.51(i)(1) 
**ACYF-IM-HS-00-03, Initial Guidance on New Legislative Provisions on Performance Standards, Performance 
Measures, Program Self-Assessment and Program Monitoring, issued 1/31/2000 



 2  

 
Who is responsible for the self-assessment? 

Section 1304.50, Appendix A (Governance and Management Responsibilities), designates the 
Head Start Program Director as having operational responsibility for carrying out the self-
assessment.  Most Head Start Directors engage a team of program managers and leaders in 
outlining a process and timeline for conducting the self-assessment and analyzing the results.  
The results of the self-assessment serve as a driving force in determining needs for program 
improvement.  The self-assessment portion of the Governance and Management Responsibilities 
chart is provided below: 

 
Grantee Agency Delegate Agency Grantee or Delegate 

Management Staff 
Governing 
Body has 
general 
responsibility 

Policy Council 
must approve 
or disapprove 

Governing 
Body has 
general 
responsibility 

Policy 
Committee 
must approve 
or disapprove 

Head Start 
program 
director has 
operating 
responsibility 

Agency 
director’s 
responsibility 
is determined 
locally 

 
 
 

How does a self-assessment differ from the Federal monitoring we get every 
three years?  What are the particular purposes of Federal monitoring and self-
assessment?   

The primary purpose of Federal monitoring is contained in Section 641A of the Head Start Act: 

In order to determine whether Head Start agencies meet standards established . . . and 
results-based educational performance measures developed by the Secretary. . . with 
respect to program, administrative, financial management, and other requirements. . . 

The primary purpose of Self-assessment is explained in section 1304.51(i)(1) of the Head Start 
Performance Standards as a method of measuring agency accomplishments, strengths, and 
weaknesses.  Self-assessment allows for the continuous improvement of program plans and 
service delivery methods, for the enhancement of program quality and timely responses to issues 
that arise in the community, the program, and among enrolled families.  The self-assessment 
process also provides an opportunity for involving parents and community stakeholders, and for 
making staff more aware of the how the program operates and is viewed by its consumers. 
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The processes of self-assessment and Federal monitoring compliment each other and both are 
intended to ensure quality.  Below is table comparing features of the two forms of review. 

Review 
Process 

Frequency/ 

Schedule 

Responsible 

Entity 

Instrument Perspective How 
Findings are 

Used 

Self-
Assessment 

Annually Head Start 
Grantee 

Flexible/Self-
Assessment Guide 

Self-critical Shared with 
Managers, 
staff and 
governing 
bodies 

Federal 
Monitoring 

Every 3 
years 

Federal 
Regional 
Office 

Standardized/Program 
Review Instrument for 
Systems Monitoring of 
Head Start and Early 
Head Start Grantees 
(PRISM) 

Outside 
Experts 

Submitted to 
Regional 
Administrator 
and Grantee 
w/ Corrective 
Action 
requirement 

 

Although these two forms of review and quality assurance are similar, self-assessment is the 
annual opportunity for programs to obtain honest, objective feedback about their ability to meet 
Federal regulations and the quality of their services. 

How long should a self-assessment take? 

The time required to perform a self-assessment will vary with each program.   

While many programs have thought that the self-assessment is extra work, well-managed Head 
Start programs view the time and effort needed to complete the annual self-assessment as an 
important, integral part of the program year.  The self-assessment process should allow for the 
continuation of Head Start services without interruption, yet provide the self-assessment team 
with time set aside for access and answering questions.  

How will this guide be useful? 

This guide is intended to be a workbook that will help you: 

• Review your program’s operations 

• Review your program’s management systems 

• Review your program’s progress in meeting its own goals and objectives 

• Identify program strengths 
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• Identify areas where improvement is needed 

• Assess your program's progress in achieving locally determined goals and objectives. 

• Analyze the results of the self-assessment  

• Design a plan for continuous program improvement 

About this Toolkit 

One of the key management responsibilities of all Head Start programs is to “conduct a self-
assessment of their effectiveness and progress in meeting program goals and objectives and in 
implementing Federal regulations at least once each program year.” (1304.51(I))  As of the year 
2000, programs are also required to incorporate child outcome data into their self-assessment 
process. 
 
Each Head Start program is required to develop a comprehensive process for self-assessment that 
addresses all of the management systems and service areas that are part of every well-run Head 
Start program. Historically, many programs have used the existing Federal monitoring 
instrument as a basis for creating their own system, because it is specifically designed to address 
all of the Federal requirements that Head Start programs must meet.    
 
We recognize that many programs struggle to refine their system for self-assessment.  They 
strive to create a system that provides an in-depth assessment of all Head Start service areas and 
management systems, yet remains user-friendly and manageable for staff, parents and other 
participants who may serve on self-assessment teams.   

 
We have developed the Head Start Self-Assessment Toolkit to assist programs in the design of 
their system. In designing the toolkit, we have relied on the current Federal monitoring 
instrument known as PRISM, the Program Review Instrument for Systems Monitoring of Head 
Start and Early Head Start Grantees, to guide the development of this instrument. 
 
Guiding Principles  
 
Based on guidance and feedback we received from Head Start directors and program managers 
and the experience of Head Start Regional Office staff, technical assistance providers and 
program review team members, we have developed a Self-Assessment Toolkit with the 
following in mind:  
 
Local programs will benefit from a self-assessment instrument that: 
 

� adequately addresses all areas of the Head Start performance standards 
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� can be administered by a diverse volunteer self-assessment team that includes not 
only child development and family services professionals, but also governing 
body members, parents and other community representatives 

� promotes an efficient use of time and resources 
� provides valuable information to inform program leaders about ways to strengthen 

and improve the program 
 

Four Stages of Self-Assessment 
 
There are four stages in the self-assessment process.   
 
The first stage is Preparing.  
 
Programs must take steps to prepare for self-assessment by formulating a team to lead the 
process, determining how they will use the toolkit, informing the Policy Council, selecting and 
recruiting qualified participants to serve on the various self-assessment teams, and informing 
others that the assessment will take place. 
 
The second stage is Engaging 
  
Once the program has identified their self-assessment teams and recruited their members, team 
leaders engage their team in the actual assessment process.  Team members receive training on 
the regulations as well as the process they will use to complete the self-assessment booklets 
assigned to their team. Team members observe activities, review documents, interview people, 
and record and summarize their findings in the booklets. 

 
The third stage is Analyzing. 
 
Once the self-assessment teams have completed their assignments and summarized the results, 
their work is then forwarded to the self-assessment leadership team.  Together the members 
reflect on the summaries, analyze the information, and draw conclusions that outline the goals 
that will lead to a stronger program.  Programs should not hesitate to ask for clarifications on 
regulations or policy from Federal staff, if needed. 
 
The fourth stage is Strengthening 

 
In the final stage, leaders use self-assessment results as a driving force to develop goals, 
objectives and action plans for their program. The self-assessment has little value unless the 
program uses the information to improve program design and quality. Both the results of the self-
assessment and the plan for improvement should be communicated widely – to the board of 
directors, staff, Policy Council, parents and community partners. Both the Regional Office staff 
and technical assistance staff from the New England Resource Center and New England RAP at 
EDC can provide assistance and support to Head Start programs as they develop and implement 
program improvement plans.  
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On the following page you will find a graphic depiction of the self-assessment process that is 
envisioned by this toolkit.  Be advised that the number of teams will vary with each program’s 
local adaptation of this toolkit.   
 

Toolkit Format 
 
This toolkit is divided into four sections representing the stages of the self-assessment process: 
 

Stage 1: Preparing 
Stage 2: Engaging 
Stage 3: Analyzing 
Stage 4: Strengthening 

 
 
On the first page of each toolkit stage you will find an overview.  The overview identifies key 
participants and describes the activity of the stage. 
 
The largest of the four sections is section 2, Engaging, which contains 18 booklets.  Each booklet 
corresponds to a core question in the PRISM and addresses a critical Head Start management 
system or service area. We have added one additional booklet on Outcome Measurement that 
addresses the new Federal mandate that programs integrate outcome measurement into their 
program self-assessment process.  
 
Each booklet opens with a core question describing the system or service area to be assessed.  
Next is a list of related performance standards and a list of key features that capture the essence 
of each section.  Assessment team members are instructed to pay close attention to these key 
features which constitute the critical elements of each section. Team members are encouraged to 
review all related standards and to refer to them repeatedly during the assessment process.  
 
Team members are instructed to engage in one or more of the following data collection methods 
to gather information to complete their booklet: 

 
(1) Observation (e.g., observing classrooms, Policy Council meetings)  
(2) Review (e.g., reviewing written plans, documents, records)   
(3) Interview (e.g., interviewing managers, direct service staff, parents)    

 
Booklets are filled with charts, checklists, sample interview questions, and observation tools.  
Space is provided for note taking.  Team members summarize their findings by completing the 
last page of each booklet. 
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TEAM 1 
Staff, 

Parents, 
Community 
volunteers 

TEAM 2 
Staff, 

Parents, 
Community 
volunteers

TEAM 3 
Staff, 

Parents, 
Community 
volunteers

TEAM 4 
Staff, 

Parents, 
Community 
volunteers 

FOUR STAGES OF SELF-ASSESSMENT 
 

Stage 1:  Preparing 
The self-assessment leadership team, a team of managers and program leaders, work together 
to design the self-assessment process.  The team is led by the Head Start director. 

 
 

Self-Assessment Leadership Team 
Head Start Director with representatives from program management, 

governing body, policy groups, and community partnerships, 
 
 

 
 

Stage 2:  Engaging 
Team leaders recruit staff, parents, and community volunteers to serve on their individual 
assessment teams. Each team is responsible for completing their assigned self-assessment 

booklets. 
 

  
        
 
 
 
 
 

Stage 3:  Analyzing 
The self-assessment leadership team reconvenes to review the summary reports prepared 
during Stage 2 and analyze the findings.  They identify goals for program improvement and 
share the self-assessment results with key stakeholders. 
 

 
 

Self-Assessment Leadership Team 
Head Start Director with representatives from program management,  

governing body, policy groups, and community partnerships 
 
 

 
 

Stage 4:  Strengthening 
In this final stage, members of the self-assessment leadership team design and implement 
plans for program improvement.  They also establish a time frame for evaluating progress. 
 
 
 

Self-Assessment Leadership Team 
Head Start Director with representatives from program management,  

governing body, policy groups, and community partnerships  
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Stage 1:  Preparing for Your Self-Assessment 
 
Introduce the Self-Assessment Toolkit to Self-Assessment Leaders  
 
One of the first responsibilities of the Head Start director is to provide self-assessment leaders 
with an understanding and appreciation of the role that self-assessment plays in maintaining 
program quality and fostering change and continuous improvement. The director, who by Head 
Start regulation has operating responsibility for the self-assessment process, may choose to 
facilitate the self-assessment leader group or designate that responsibility to one of its members. 
 
When recruiting members to join the self-assessment leadership team, directors need to consider 
the role of delegates and child care partners on that team.  As stated in 1304.51(i)(1), the self-
assessment is conducted “…with the consultation and participation of the policy groups and, as 
appropriate, other community members.”  Directors may want to consider recruiting these 
partners to the table.  
 
The group leader should then share the Head Start Self-Assessment Toolkit with the 
membership.  Team members should all become familiar with the entire toolkit, including the 
instructions, booklets, and data collection instruments.  They should discuss why the self-
assessment is being conducted, who should be involved as team leaders, team members, and 
whose cooperation is needed in order for it to be successful.   
 
Determine How the Self-Assessment Process will Look in Your Program  

 
Managing the Responsibility  
 
A quality self-assessment takes considerable time and effort.  The process of assessing all 
program services and systems may be more manageable if you divide the responsibilities among 
various teams, designating program managers and other key decision makers as team leaders. 
Creating teams will have several advantages: 
 

• the work will be spread among a larger group of individuals to lessen the burden and add 
depth, knowledge and valuable perspectives of many individuals to the experience 

• staff, parents, Policy Council members, participants, community partners and others 
serving on self-assessment teams will have greater access to team leaders who can 
provide support and guidance throughout the process 

• individual teams can focus on particular areas or systems to review that are more 
appropriate to their experience 

• by recruiting managers and staff representing delegates and/or child care partners you are 
fully investing delegates and partners in the self-assessment process.  They will gain a 
fuller understanding of the Head Start performance standards and their importance to a 
quality program. 
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Programs can determine team assignments by dividing the 18 booklets in three, four, or five 
groups.  Factors influencing your decision on the number and composition of each group might 
be: 

• your program’s organizational structure and the manner in which responsibilities are 
assigned to management staff 

• the size of your program 
• the time it will take to adequately complete each booklet 

 
Two examples of how teams can be divided are:  

 
Example A 
TEAM 1: Management Systems 
� Program Governance  
� Communication 
� Ongoing Monitoring 
� Fiscal Management 

 
� Planning 
� Record-Keeping & Reporting 
� Human Resources 
� Child Outcomes 

TEAM 2: Child Development and Health 
Services 
� Prevention & Early Intervention 
� Disabilities Services 
� Tracking and Follow-up 

 
 
 
� Individualization 
� Curriculum 

TEAM 3: Family and Community 
Partnerships:  
� Family Partnership Building 
� Community and Child Care Partnerships 

 
 
 
� Parent Involvement 

TEAM 4: Program Design 
� Eligibility, Recruitment, Selection, 

Enrollment, and Attendance (ERSEA)  

 
 
� Facilities, Materials, and Equipment 

Example B 
TEAM 1: Management  
� Community and Child Care Partnerships  
� Communication 
� On-going Monitoring 
� Fiscal Management 

 
� Planning 
� Record-Keeping & Reporting 
� Human Resources 
� Facilities, equipment, and material 

TEAM 2: Education and Disabilities 
� Individualization  
� Disabilities Services 

 
� Curriculum 
� Outcome Measurement 

TEAM 3: Health, Nutrition, and Mental 
Health 
� Prevention and Early Intervention 

 
 
� Tracking and Follow-up 

TEAM 4: Family Partnerships and ERSEA 
� Family Partnership Building 
� Governance 

 
� Parent Involvement, 
� Eligibility, Recruitment, Selection, 

Enrollment, and Attendance (ERSEA) 
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Use the following worksheet to record your decisions about how the self-assessment 
responsibilities should be divided.  List the appropriate booklets as specific items under each 
team. 
 
TEAM 1:  
 

 

�  �  
�  �  
�  �  
�  �  
  
TEAM 2:  
 

 

�  �  
�  �  
�  �  
  
TEAM 3:  
 

 

�  �  
�  �  
�  �  
TEAM 4: 
 

 

�  �  
�  �  
�  �  

 
Selecting Team Leaders 
 
Persons who serve as leaders for each self-assessment team should have experience and expertise 
in the service or management areas to which they are assigned.  Team leaders are responsible 
for: 

� recruiting a diverse group of team members to engage in the assessment process 
� training members of the self-assessment team on the content of the regulations and 

process they will use to assess the program 
� describing the program structure and layout to members, pointing out key locations they 

will visit, and introducing them to members of the staff and Head Start community who 
they may need to speak with 

� assisting team members in distributing the work load, assigning tasks that correspond to 
the skills and abilities of members, and pairing team members, as appropriate 

� establishing a time frame for completing the assignments 
� arranging to check in with members at certain intervals to assess their progress and assist 

with any problems that arise   
� providing on-going support to team members 
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� assisting members in summarizing the data and information they have collected and 
drawing conclusions 

� compiling summaries into a usable report that can be shared with program leaders 
� recognizing team members for their contribution to the program 

 
Use the following worksheet to help you make decisions about what kinds of skills your team 
leaders should have and who would be the best match: 
 

Title Skills/Perspectives Team Leader  
(name, position) 

Team 1: 
 
 
 
 

  

Team 2: 
 
 
 

  

Team 3: 
 
 
 

  

Team 4: 
 
 
 
 

  

 
 
Recruiting Participants to Serve on your Self-assessment Teams 
 
Although the self-assessment process will be heavily supported by program staff, it provides a 
wonderful opportunity to involve others. As stated in the guidance attached to Regulation 
1304.51 (I)1, program self-assessment and monitoring, “consider including staff, policy group 
members, parents, representatives from community organizations, governing body members, and 
staff from other Head Start agencies on the self-assessment team.” To the extent possible, it is 
desirable to recruit a team that is representative of the diversity of enrolled children, families and 
the local community.  Serving on a self-assessment team provides parents with an opportunity to 
learn important new skills that can be applied to their goals for personal or professional 
development.  Including individuals from outside your program can offer a tremendous learning 
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opportunity for both parties. You may want to contact peers from nearby Head Start programs 
and offer to assist with their assessment if they will assist with yours.  Consider inviting early 
childhood development programs in the local area that would be willing to lend a hand.  
Affirmatively recruit team members who have the right skills and will contribute to the team.  
When recruiting, be sure your candidates have the time to engage in the process.  
 
In selecting potential team members, take into consideration the different skills and qualities that 
the task requires.  In addition to having an interest or expertise relating to Head Start services or 
systems, participants serving on the assessment team should have the following skills and 
qualities:  

 
� Objectivity 
� Professional conduct 
� Appreciation for confidentiality 
� One or more of the following: 

Observation skills 
Interview skills 
Reading and documentation skills 

 
 

Use the following worksheet to record your ideas for participants and volunteers who will serve 
on your self-assessment teams. List the positions, titles, or names (e.g., parent, board member, 
Education Content Manager, Mary Jones, etc.) as bulleted items under each team. 

 
Team 1 ~ Title: 
Position, title or names: 
�  �  �  
�  �  �  

 
Team 2 ~ Title: 
Position, title or names: 
�  �  �  
�  �  �  

 
Team 3 ~ Title: 
Position, title or names: 
�  �  �  
�  �  �  
 
Team 4 ~ Title: 
Position, title or names: 
�  �  �  
�  �  �  
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Training Self-Assessment Teams 
 
Team leaders (who are in many cases program managers) should give careful thought to the 
training that they provide to team members so their team will be fully prepared to engage in the 
assessment process.  The quality of the initial training and orientation as well as on-going 
support has a direct effect on the quality and usefulness of the results.  Key elements of the 
training should include: 
 

� discussion of the purpose of self-assessment and how the results are an integral part of  
the planning process 

� overview of the program’s organizational structure and description of program services 
and options 

� distribution of Head Start regulations and booklets relating to team assignments 
(duplicate the booklets, as needed, to provide everyone a  copy). 

� overview of regulations and discussion of their intent 
� review of the booklets and the three methods of collecting information:  review, observe, 

and interview 
� distribution of written plans describing services in each of the content areas to teams, 

according to their assignments  
� discussion of the qualities that make for a good team member (e.g. they are objective, 

honest, respectful of staff) review of professional conduct expected of the team 
� sharing of the skills, expertise, and qualities of each member of the team 

 
Use the worksheet on the next page to assist in designing a training session(s) for your self-
assessment teams.  Keep in mind that you may choose to conduct joint training (see second 
worksheet) for all self-assessment team participants or more detailed training for individual 
teams – or a combination of both. 
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 Individual Team Training 
Content  

Trainer (if other 
than team leader) 

Team 1~Title: 
 
 
 
 
 
 

 
 
 
 
 
 
 

 

Team 2~Title: 
 
 
 
 
 
 

 
 
 
 
 
 
 

 

Team 3~Title: 
 
 
 
 
 
 

 
 
 
 
 
 

 

Team 4~Title: 
 
 
 
 
 
 

 
 
 
 
 
 
 

 

 
 

Joint Team Training 
Content  

Trainer (if other 
than team leader) 
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Building Stage 3 Analysis Skills 
 
In Stage 3, the self-assessment leadership team reconvenes to analyze the results of the self-
assessment.  As explained further in Stage 3, you may want to provide some training to augment 
the analysis skills of the leadership team.  Resources for this type of training include Head Start 
Moving Ahead: Competency-Based Training Program, Module 7-A: Improving Program Quality 
through Program Monitoring and Self-Assessment which is available on the Head Start 
publications website. 
 
Selecting Locations to Visit 
 
Some programs have many children and families enrolled and operate classrooms in more than 
one location.  Your self-assessment leadership team may determine that including every 
classroom in the self-assessment process will be too time consuming. Decide if the assessment 
team will visit all centers and areas or a representative sample.  For grantees with delegate 
agencies, decide if the review team will visit all delegates or a sample or if the delegates will 
engage in an independent assessment process.  A sample should be chosen which represents a 
cross-section of children, families and program options and services.  Make sure childcare 
partnership centers are included.  Your sample should be large enough to establish whether 
quality is consistent throughout the program.   
  
Use the worksheet below to record which locations the self-assessment team(s) should visit: 

 
Delegate Agency  

 
Centers  

 
Classrooms  

 
Child Care 
Partners 

 
 

Family Child Care, 
etc. 

 

 
 

 

 
 

 

 
 
Establishing a Timeline 
 
Develop a timeline for teams to begin and end the process.  Some programs may wish to conduct 
self-assessment in phases over the course of a year.  Some may choose to focus their efforts so 
that the self-assessment takes place in one or two weeks. Since self-assessment is an integral part 
of program planning, be sure to coordinate your self-assessment with your planning calendar. It 
is important that you adapt the process to best meet the needs of your particular program.   
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Think about scheduling your own self-assessment at a time during the program year when: 
 

• the Policy Council has enough experience to be full participants in the process 
• services are well underway  
• time remains before the end of the program year to correct any issues that arise, to 

maximize outcomes for children and families currently participating in the program 
 

Many programs prefer to stagger their assessment schedule so that the assessment of program 
services precedes the assessment of management systems.  Experienced directors feel that the 
teams assigned to assess Head Start management systems can benefit from the information 
gathered during the assessment of program services. With this information in hand, they are 
better able to draw conclusions about the relationship between systems and services and can 
determine how systems may be positively or adversely affecting services to children and 
families. Staggering the assessment schedule in this way also allows participants to serve on 
more than one assessment team so they can share information on program services and promote 
discussions around the link between services and systems. 
  
Below is a week-at-a-glance chart showing how the self-assessment process might look in a 
program that chooses to complete the process within one week.  
 

Week-At-A-Glance 
Monday Tuesday Wednesday Thursday Friday 

 Self-
Assessment 
Teams receive 
orientation and 
training 
 

• Team 
conducts 
self-
assessment 

• Team 
conducts 
self-
assessment 

 
• Team 

Leaders 
check in with 
team’s 
progress 

• Team 
conducts 
self-
assessment 

• Team 
summarizes 
results 
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Use the worksheet on the following page to set target dates for steps in the self-assessment 
process: 
 

Activity Date 
Select self-assessment leadership team 
 

 

Design self-assessment process (Stage 1) 
 

 

Present process to Policy Council for approval 
 

 

Recruit team participants 
 

 

Teams meet for orientation and training 
 

 

Service area teams engaged in completing booklets (Stage 2) 
 

 

Management system teams engaged in completing booklets (Stage 2) 
 

 

Summary sheets completed for each team and presented to team leader 
 

 

Reconvene self-assessment leadership team to review and analyze results 
(Stage 3) 

 

Results shared with staff 
 

 

Results shared with Policy Council 
 

 

Design program improvement plan (Stage 4) 
 

 

Evaluate effectiveness of plan in improving systems and services 
 

 

 
 
Gaining Approval of Policy Council 
 
Section 1304.51(i)(1) of the Head Start performance standards requires the consultation and 
participation of the Policy Council in the self-assessment process.  Section 1304.50(d)(1)(viii) 
provides the following guidance:   
 

As active participants in the ongoing process of annual self-assessment . . . the Policy 
Council and Policy Committee consider the extent to which: 
 

• The time schedule for self-assessment is reasonable; 
• An appropriate assessment team has been formed, which includes parents and 

adequate representation from the community; 
• The self-assessment team receives training on how to conduct an assessment; 
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• All team members are fully aware of the results of the last self-assessment, as well 
as of the Federal monitoring review; 

• The measures used to conduct the self-assessment adequately evaluate the 
program; 

• Findings from the self-assessment are reported to the Policy Council, Policy 
Committee, Parent Committees and governing bodies; and  

• Improvement plans are appropriate and feasible in terms of resources and 
timeframes.



  20 
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Program Self-Assessment Booklet ❶ 

Management Systems: Program Governance 

Core Question to be answered by self-assessment team: 
 
How effective is your system of shared governance in supporting the implementation of quality 
services to children and families? 
 
Purpose: 
 
The objective is to ensure that programs have a policy group and governing body that share 
responsibility for overseeing the delivery of high quality services to children and families.  
Parents and community representatives should be empowered to actively participate in the shared 
decision-making process. (Introduction to 1304.50, p. 158)  

This booklet will help the self-assessment team determine if the program meets Federal 
performance standards relating to Program Governance. Related performance standards include: 
1304.50 (a)(1), (a)(2), (a)(3), (a)(4), (a)(5), 1304.50 (b)(1)-(b)(7), 1304.50 (c), (d), (e), (f), (g), 
(h), and Appendix A.  

As you conduct your self-assessment of program governance systems, pay close attention to the 
following: 
 

� Does the Board provide leadership and direction to the program? 
� Is the Policy Council actively involved in informed decision making? 
� Do the Board, the Policy Council and the staff have a formal structure of shared decision-

making which guarantees the delivery of high quality services to children and families? 
� Are the Board and Policy Council appropriately involved in budget decision-making? 

 
Observe: 

If possible, the self-assessment team member(s) should sit in and observe a meeting of the Policy 
Council and interview one or two members of the governing board.   
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Review:   

In advance of the Policy Council meeting, ask the Head Start director and/or Parent Involvement 
manager to provide you with access to the following documents:  
  

• Written policies or procedures that describe how the program governance works  
• By-laws  
• Meeting minutes from the Policy Council, Policy Committee or Parent Committee and  
• Evidence of training 

 
Use the checklist below to assist you in your document review: 
 
Is there any documentation of Policy Council and Board training that may have occurred re: how 
the program is governed; (e.g. memos, invitations, sign-up sheets, training materials). Has the 
training been provided to parents, community representatives, community partners, Board 
members and staff?  
 
❑ Yes  ❑ No  Comment: _________________________________________________ 
 
Many programs have exceeded Head Start Performance Standards by improving communication 
between the governing body and the Policy Council by having at least one member of the 
governing body serve on the Policy Council and one member of the Policy Council serve on the 
governing body. Does your program include this cross-membership in its structure? (check 
membership lists) 
 
❑ Yes  ❑ No  Comment: _________________________________________________ 
 
Is there a document that shows that parent members of the Policy Council or Policy Committee 
are elected once a year? 
 
❑ Yes  ❑ No  Comment: _________________________________________________ 
 
Are all parents encouraged and given an opportunity to participate and serve as Policy Council 
members? 
 
❑ Yes  ❑ No  Comment: _________________________________________________ 
 
Are any parent members of the Policy Council or Policy Committee serving for more than three 
years? (Check old meeting minutes, membership lists; ask PC members and staff)? 
 
❑ Yes  ❑ No  Comment: _________________________________________________ 

Is there a handbook or letter that explains Head Start parents’ rights and responsibilities? 
 
❑ Yes  ❑ No  Comment: _________________________________________________ 
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Are there written procedures to help resolve community complaints about the program, approved 
by the Board and Policy Council? 
 

❑ Yes  ❑ No  Comment: _________________________________________________ 

Are there written procedures to resolve disputes between the governing body and Policy 
Council? 
 
❑ Yes  ❑ No  Comment: _________________________________________________ 

Are there community representatives on the Policy Council? 
  
❑ Yes  ❑ No  Comment: _________________________________________________ 
 

Are they elected?  ❑ Yes  ❑ No  How many years do they serve? ___________ 
 
Comment: ___________________________________________________________________ 

Interview: 

A self-assessment team member should speak with at least two members of the governing body 
and Policy Council.  Questions to ask might include:  
 
Describe the ways in which the Policy Council receives information on how the program is 
progressing in order to make decisions that will be of benefit to the program. 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

What specific kinds of documents and reports do you receive to help inform you about the Head 
Start/Early Head Start program?  (Listen for information about financial reports and child 
outcome data.) 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Tell me the steps that are taken in order to prepare for the application of funds through the grant 
process. How much opportunity does the Policy Council have to become fully involved prior to 
the grant’s submission? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Describe the annual self-assessment process. Who is involved in evaluating the program? How 
are the results reported to the Board and the Policy Council? How are the results used to make 
improvements in the program? 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Can you provide examples of how child outcome data has been used to plan for changes in the 
program? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

How does the Policy Council participate in the hiring and/or firing process? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Describe the ways parents are involved at the center committee level. How regularly do they 
meet? How are parents supported financially to carry out their activities (i.e., reimbursements)? 
Are all parents encouraged to participate? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

How does the program recruit volunteers in the community? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

                                         

Ask Policy Council and Board members if the Policy Council and/or Policy Committee develop, 
review, approve/disapprove program policies and procedures? How do they accomplish this? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Additional observations, document reviews, or interview questions that this team may choose to 
add: 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 



 26

Summary of Results for Governance: 

Areas where the program is working well.  Provide examples of program strengths or areas 
where the program exceeds performance standards: 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Areas where the program needs improvement: 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Additional areas of concern: 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Program Self-Assessment Booklet ❷ 

Management Systems: Planning  

Core Question to be answered by the self-assessment team: 
 
How effective is the grantee’s ongoing system of program planning in supporting the 
implementation of quality services to children and families? 
 
Purpose Statement: 
 
Planning is a multi-faceted, dynamic, and ongoing activity that involves key members of the 
Head Start community.  Agencies that plan well are better equipped to meet the unexpected and 
create a vision for the future.   
 
This booklet will help you to assess if the program meets Federal performance standards relating 
to planning, which includes such activities as developing the community assessment, formulating 
program goals and objectives, selection of program options, and development of written plans 
for implementing services.  Related performance standards include: 1304.51(a); 1305.3; 
1306.30(a); 1306.30(d); 1306.31-1306.36; 1308.4 
 
As you conduct your assessment of the program’s planning process, pay close attention to: 
 
� How the community assessment is used for program planning; 
� How the program consults with the governing body, policy groups, staff and other 

community organizations in the process; 
� How the program develops and revisits long-range goals and short term program and 

financial objectives; 
� How the conclusions drawn from the community assessment impact program plans; 
� How the results of the self-assessment impact plans for program improvement; and  
� How the program’s analysis of outcomes for children impact their planning process. 
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Review:  

Spend some time reviewing the following documents: 
 
� The community assessment  
� Statement of long-range goals and short-term objectives 
� Service plans for each program area (Early Childhood Development and Health Services, Family 

and Community Partnerships, and Program Design and Management) 
� Timelines depicting the yearly planning calendar 
� The results of the most recent self-assessment 
 
Use the checklist below to assist your document review: 

Has the community assessment been completed within the last three years? 

❑ Yes  ❑ No Comment__________________________________________________________ 

Is there evidence of a yearly update? 

❑ Yes  ❑ No   Comment__________________________________________________________ 

Is the date on the document within the last three years?  

❑ Yes  ❑ No   Comment__________________________________________________________ 

Does the community assessment include some description of the community’s strengths, needs, and 
resources?  

❑ Yes ❑ No   Comment__________________________________________________________ 

Is there a strategic plan or other document that includes the program’s long term goals and short-term 
objectives? 

❑ Yes ❑ No   Comment__________________________________________________________ 

Has this document been updated within the last year? 

❑ Yes ❑ No   Comment__________________________________________________________ 

Do long-range goals and short-term objectives logically follow from the community assessment? 

❑ Yes ❑ No   Comment__________________________________________________________ 

Are they consistent with the philosophy of Head Start?   

❑ Yes ❑ No   Comment__________________________________________________________ 

Is information from on-going monitoring and self-assessments feeding into planning activities? 

❑ Yes ❑ No   Comment__________________________________________________________ 
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Interview:  

The self-assessment team member should gather information about planning by interviewing: 

• Head Start Director and  program planner 
• Members of the governing body and Policy Council 
 
Questions to ask:  
 
What process is used to develop the community assessment, and how do you utilize the results? (i.e.,  
Is the community assessment used for making plans, determining program options, and deciding how 
and where services will be delivered?)  

_______________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

What were some of the key findings from last year's self-assessment?   

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

How did these findings impact your program improvement plans?  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Can you describe how your analysis of child outcome data has impacted program improvement 
planning? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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How would you describe your program planning process?  Who is involved?  What data sources and 
information do you use to determine what your goals and objectives should be? 

_______________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

 

How are the governing body, policy groups, staff, and other community organizations consulted 
while plans are being made? 

_______________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

 
What process do you use to develop written plans?  How are the plans utilized once they are written?  
(i.e.,  Do plans “sit on the shelf” or are they dynamic documents that are constantly referred to, 
reviewed, revised and updated as needed?) 
________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

What progress has your program made in achieving the goals and objectives contained in your 
strategic plan?  What challenges have you faced? Have you revised any of your initial goals?  

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 
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Answer if applicable to your program:  If your community assessment indicates needs such as 
full day/full year or Early Head Start for children from birth to three, how does this influence the 
planning process? 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

In planning for parent involvement, does your program collect information about fathers in 
addition to mothers at the time of enrollment? (i.e., do your intake forms prompt staff to collect 
this information?) 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

Does your community assessment process include identifying supportive services in the 
community for youth? Does your community assessment process include identifying marriage 
strengthening or marriage preparation services for couples who choose to participate? 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

 

Additional observations, document reviews, or interview questions that this team may choose to 
add: 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 
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Summary of Results for Planning 

Areas where your program is working well.  Provide examples of program strengths or areas 
where the program exceeds performance standards: 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

Areas where your program needs improvement: 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

Additional areas of concern: 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 
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Program Self-Assessment Booklet ❸ 

Management Systems: Communication  

Core Question to be answered by the self-assessment team:  
 
How effective is the grantee’s communication system in supporting the implementation of quality 
services to children and families?  
 
Purpose Statement: 
 
Communication ensures the exchange of information that allows individuals to become fully 
involved in program activities and to make group decisions that promote a quality program.  
(Rationale for 1304.51(b), p.181) 

This booklet will help you to assess if the program is meeting Federal performance standards 
relating to communications involving governing bodies, parents, policy groups, staff, partners in 
the community, and the community in general  Related performance standards include: 
1304.22(a)(4); 1304.20(c)(1); 1304.22(b)(3); 1304.41(a)(1); 1304.51(b)-1304.51(f); 1308.4(I) 

As you conduct your assessment of this program’s communication system, pay close attention to 
how information is shared: 
 

• Among staff, governing bodies, and policy groups; 
• Between staff and parents; 
• With community partners and child care partners; and 
• With delegate agency governing bodies, Policy Committees, and staff (where 

appropriate) 
• With the public and news media.   

 

Review:  

Review documents such as:  

• Policies and procedures pertaining to communication systems 
• Written communication among staff 
• Meeting minutes 
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• Sample communications with families 
• Policies and procedures pertaining to communication 
• Communications with the governing body and policy groups 
• Sample communications with community partners 

 
Use the checklist below to assist your document review:   

Does the program have written policies and procedures pertaining to communication systems? 

❑ Yes ❑ No   Comment__________________________________________________________ 

Are communications with families provided in their primary language? 

❑ Yes ❑ No   Comment__________________________________________________________ 

Is an orientation packet provided to new members of governing bodies and policy groups which 
explains their role and participation in shared decision-making? 

❑ Yes ❑ No   Comment__________________________________________________________ 

Does the program have a way to communicate with staff such as memos, bulletins or electronic 
means such as e-mail or bulletin boards? 

❑ Yes ❑ No   Comment__________________________________________________________ 

Does the program have a regular schedule of meetings: 

For staff?     ❑ Yes   ❑ No 

 For parents?    ❑ Yes   ❑ No 

For Policy Groups?    ❑ Yes   ❑ No 

Do governing board members and policy groups receive pertinent information in a timely manner to 
make informed decisions? 

❑ Yes   ❑ No   Comment__________________________________________________________ 

Interview: 

The self-assessment team member(s) may want to interview members of the Head Start management 
team, staff, members of the governing body or Policy Council, and Head Start families. 

Questions to ask staff: 
 
How do you find out about what's happening in the program? 
 
________________________________________________________________________________ 
 
______________________________________________________________________________ 
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What opportunities do you have on a regular basis to communicate with other staff, including 
supervisors? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

How do you foster effective two-way communication with parents?  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Are you able to communicate with families in their primary or preferred language? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

How does the program obtain information from each family to plan services for their child? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Questions for policy group members: 

How are you oriented to your roles and responsibilities as a policy group member? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Is required information such as reports, HHS policies, guidelines, program plans, policies and 
procedures and grant applications, shared with you? Is information received in a timely manner? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Questions for Managers: 

Is there a system in place for staff to communicate regularly about services to children and 
families so that services to children and families become integrated and coordinated?  Describe 
the system. 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

In what ways does the program seek information from families to plan opportunities within the 
program that meet their needs and desires? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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How is good communication ensured between the program and its community partners?  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Describe the system for orienting new employees. 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

What is the process for parent orientation to your program and services? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Questions for Families:  

How do you find out about what's happening in the program? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Did you participate in an orientation to the program?  Tell me about that experience. 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Additional observations, document reviews, or interview questions that this team may choose to 
add: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Summary of Results for Communication 

Areas where the program is working well.  Provide examples of program strengths or areas where 
the program exceeds performance standards: 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Areas where the program needs improvement:  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Areas of Additional Concern: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Program Self-Assessment Booklet ❹ 

Management Systems: Record-Keeping and Reporting 

Core Question to be answered by the self-assessment team:   

How efficient and effective are the record-keeping and reporting systems in providing accurate, 
confidential, and timely information regarding children, families, and staff and in supporting 
quality services? 

Purpose Statement: 
 
Effective record-keeping and reporting systems provide the information needed to individualize 
programs for children and families, to monitor the quality of program services, to assist in 
program planning and management, and to ensure the delivery of quality services. (Rationale for 
1304.51(g), p. 184) 

This booklet will help you to assess if the program meets Federal performance standards relating 
to maintaining publicly accessible records, records on refusals of health services, records relating 
the dispensing of medication, etc. Performance standards: 1301.30: 1304.20(e)(5); 
1304.22(c)(3)-1304.22(c)(5); 1304.51(g)-1304.51(h); 1304.52(k)(3)(i); 1308.4(i); 1308.4(l); 
1308.6(e)(4) 

 

As you conduct your assessment of the program’s record–keeping and reporting systems, pay 
close attention to: 

• The way that child/family files are maintained and the contents of each file; and 

• The reports that are used by program managers to maintain program accountability and 
keep them advised of the program’s progress in delivering services to children and 
families. 

Note:  At least one staff person should sit on this review team so they can access and 
review child/family files. Other team members may not have access to these files based 
on the program’s confidentiality policy. 
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• The reports that are generated on child outcomes for children three to five years old that 
provide information on progress on the required domains, elements, and indicators when 
they enter the program, at a mid-point in the year, and at the end of the year. 

 

Review: 

Ask your team leader to provide you access to the following: 

• Program policies and procedures pertaining to confidentiality; 

• A sample number of child/family records that you will use to complete the attached file 
audit instrument.  (In order to comply with policies pertaining to the confidentiality of 
records, these files should be reviewed by staff participating on the assessment team) 

Choose a sample number that is large enough to determine if the program’s record-
keeping system complies with Head Start regulations.  We recommend you review a 
sample number of files from each center.  Be sure to include files representing children 
with disabilities.   

• In addition to the sample number of files, parents serving on this team may choose to 
review their own child and family file and compare the format and contents with Head 
Start regulations pertaining to record-keeping (Note that some programs may use the term 
“sample file” to apply to a model file which serves as an example of what items should 
be placed in a file and in what sequence.  Here, we refer to “sample” in its statistical 
sense). 

• A selection of reports used by supervisors and managers to determine the status of 
program operations and services (e.g., monthly monitoring reports, weekly activity 
reports, computerized tracking reports, and child outcome reports). 

• The program’s most recent Program Information Report (PIR). 

 

File Audit (Child/Family Files): 

Use the attached File Audit Instrument to review child and family files.  After completing your 
audit, make comments below that summarize strengths and identify any patterns that emerge that 
point to weaknesses in the system. 

Summary comments: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Interview and questionnaire: 

Ask your team leader to identify who within the organization is in charge of maintaining 
child/family records.  Interview that individual and ask the following: 

Describe the system you use to maintain records for children and families. 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Who has access to child/family records? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Describe the safeguards in place to keep private information on families and children 
confidential. 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

What procedures do you follow when a parent asks to see his/her child’s file? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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With the assistance of the person(s) in charge of maintaining child/family records, complete the 
following questionnaire: 

Are standardized forms used for record keeping throughout the program?  ❑ Yes ❑ No 

Comments: 

________________________________________________________________________________ 

________________________________________________________________________________ 

Are there documents that record when parents refuse permission for health services for their 
children?          ❑ Yes ❑ No 

Comments: 

________________________________________________________________________________ 

________________________________________________________________________________ 

Are there physician instructions and written parent authorizations for all medications administered by 
staff ?           ❑ Yes ❑ No 

Comments: 

________________________________________________________________________________ 

________________________________________________________________________________ 

When medication is given to the child is the amount, time, date and person giving it recorded? 

❑ Yes ❑ No 

Comments: 

________________________________________________________________________________ 

________________________________________________________________________________ 

Do files on enrolled children indicate that needed follow-up occurred when health needs were 
identified?  Were parents contacted?  If necessary, was assistance provided with transportation or 
payment for medication?        ❑ Yes ❑ No 

Comments: 

________________________________________________________________________________ 

________________________________________________________________________________ 
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Is there a method for staff to report observations of child abuse and neglect in accordance with local 
laws?            ❑ Yes ❑ No  

Comments: 

________________________________________________________________________________ 

________________________________________________________________________________ 

 

Do you seek parents' permission and transfer file information when a child leaves Head Start? 

❑ Yes ❑ No 

Comments: 

________________________________________________________________________________ 

________________________________________________________________________________ 

Reporting Systems: 

Interview: 

Interview members of the program management team and ask:  

What kinds of data are collected and what kinds of reports are generated to inform you about 
program operations?   

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

What procedures are in place for producing and disseminating status reports, including those 
related to child outcomes? 

 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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How do you use these reports to manage the program? (See if reports are shared with other 
managers and the program director) 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

To what extent is your program engaged in automated information systems? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Interview the Head Start Director and ask: 

Are there record-keeping and reporting systems that help decision-makers track the program's 
progress in achieving goals and objectives? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

When you determine that services need to change to better meet the needs of children and 
families, are these changes reflected in your written plans? What is the process you use to make 
this happen? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
 



 47

How is information regarding this Head Start program made available to the public?  
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
 
Specific Questions for the program director about the Head Start Program Information 
Report (PIR): 
 
How is the information collected from across the program? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
Is the information analyzed for accuracy and correctness in any way? For example, is the 
information compared to the same data contained in other management information reports for 
the same time period to see if it is in agreement? 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
Is the information in the PIR used by managers and staff to identify possible performance 
problems and make improvements?  Give examples.  Is the information integrated with the 
program’s annual planning process?   
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Additional observations, document reviews, or interview questions that this team may choose to 
add: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Summary of Results for Record-Keeping and Reporting 

Areas where program is working well.  Provide examples of program strengths or areas where the 
program exceeds performance standards: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Areas where program needs improvement: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Additional areas of concern: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Program Self-Assessment Booklet ❺ 

Management Systems:  Ongoing Monitoring  

Core Question to guide the self-assessment team:   
 
How effective is the grantee’s ongoing monitoring system in supporting the implementation of quality 
services to children and families? 
 
Ongoing Monitoring helps to ensure that Federal regulations and local goals and objectives are 
being achieved, and to ensure that appropriate interventions are being taken in a timely manner. 
(Rationale to 1304.51(i)(2), p. 188) 
 
This booklet will help the team assess if the program meets Federal performance standards 
relating to monitoring program operations and those of delegate agencies (if applicable).  Related 
performance standards include: 1304.51(i)(2)-(3); 1308.4(d); Part 74.51; Part 92.40 
 
As you conduct your assessment of the program’s ongoing monitoring systems, look for 
evidence that managers: 
 

• Analyze data and information contained in tracking systems and written reports; 
• Engage in on-site observation and supervision of staff;  
• Have a system in place for tracking patterns of progress and accomplishments for 

groups of three to five year old children in the eight domains of learning,, health and 
disabilities services and family and community partnerships.  The eight domains of 
learning and development for three to five year old children are:      

   *  Language Development 
    * Literacy 
    * Mathematics 
    * Science 
    * Creative Arts 
    * Social & Emotional Development 
    * Approaches Toward Learning 
    * Physical Health and Development 

• Use information from reports, observations, etc. to take corrective action and make 
program changes. 
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Review: 
 
The self-assessment team member should review: 
  

• Program policies and procedures relating to ongoing monitoring; 
• Sample tracking reports; and 
• Written documentation of periodic monitoring activities, including reports to any 

delegate agencies.   
 
 
Use the checklist below to assist your document review: 
 
Are there tracking/reporting systems in place and regular monitoring activities occurring in each 
of the following service areas?: 
 

 Yes No Comment 

Child Development    

Health     

Mental Health    

Disabilities    

Nutrition    

Family Partnerships    

Transition    

Community Partnerships    

Parent Involvement    
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Interview: 
 
Interview program management staff and ask them to describe their system for ensuring that 
program operations are being implemented properly and according to plan. 
 
Questions may include: 
 
 In what ways are staff supervised and observed on-site to assure that services of consistent 
quality are delivered?  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

How are services to children with disabilities tracked and monitored? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
For programs with delegate agencies: 
 
What is your system for monitoring your delegate agencies to assure quality services are 
implemented? What have your recent monitoring efforts revealed? 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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For programs with child care partnerships:  

What is your system for monitoring partnership classrooms to assure quality services are 
implemented? What have your recent monitoring efforts revealed?   

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

How do you use program tracking reports and other reports? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Can you share an example of how your analysis of child outcome information for three to five 
year old children has resulted in program change? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Additional observations, document reviews, or interview questions that this team may choose to 
add: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Summary of Results for Ongoing Monitoring 

Areas where the program is working well.  Provide examples of program strengths or areas 
where the program exceeds performance standards:  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Areas where the program needs improvement: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Additional areas of concern: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Program Self-Assessment Booklet ❻ 

Management Systems:  Human Resources 

Core Question to be answered by the self-assessment team: 
 
How effective is the grantee’s human resources management system in supporting the 
implementation of quality services to children and families? 
 
Purpose: 
 
The objective is to ensure that programs recruit and select dynamic, qualified staff who possess 
the knowledge, skills and experience needed to provide high quality, comprehensive and 
culturally sensitive services to children and families in the program.  Staff should be regarded as 
one of the program’s greatest assets.  
 
This booklet will help you to assess if the program meets Federal performance standards relating 
to personnel, staff qualifications, hiring, performance appraisals, etc.  Performance standards: 
1301.31, including Appendix A; 1304.24(a)(2)-1304.24(a)(3); 1304.52; 1306.20-1306.23; 
1308.4(e); 1308.4(k); 1310.16-1310.17 
 
As you conduct your assessment of human resources management, pay close attention to: 
 

• How staff are organized to support the program 
• How staff are oriented to their positions and supervised 
• The program’s system to support training and professional development, especially in the 

area of teacher qualifications 
 
Review: 
 
Ask the Head Start director or personnel manager to provide you access to the following: 
 

• Organizational chart of staff or list of staff and their functions 
• Program personnel policies 
• Sample of teacher files 
• Sample of staff files 
• Performance appraisals 
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• Professional development/training plans for staff  (individual and agency-wide) 
• Child abuse reporting policy 

 
 
Use the checklist below to assist your document review: 
 
Are there job descriptions of each staff position, including qualifications and roles and 
responsibilities?  

❑ Yes ❑ No Comment___________________________________________________________ 

 
Are there formal procedures for the recruitment, selection and termination of staff? 
 

❑ Yes ❑ No  Comment___________________________________________________________ 

Are references verified and backgrounds checked (in accordance with State law or administrative 
requirement) conducted before hiring job applicants? 

❑ Yes ❑ No  Comment___________________________________________________________ 

Does the program have in place standards of conduct by which all employees must abide? 

❑ Yes ❑ No  Comment___________________________________________________________ 

Is there evidence that regular volunteers are asked and required to have tuberculosis testing?  
 

❑ Yes ❑ No  Comment___________________________________________________________ 

 
Are there procedures for conducting staff performance appraisals? Is there evidence that 
procedures are being followed? Are appraisals conducted at least once each year? 
 

❑ Yes ❑ No  Comment___________________________________________________________ 

 
Is there an assurance that the program is an equal opportunity employer and does not 
discriminate on the basis of gender, race, ethnicity, religion or disability? 
 

❑ Yes ❑ No  Comment___________________________________________________________ 

 
Are there procedures for managing employee grievances and adverse actions?  
 
❑ Yes ❑ No  Comment___________________________________________________________ 
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Checklist for reviewing personnel files: 
 
Content Area Expert Qualifications: 

Is there evidence that lead teachers have proper qualifications?  
Classroom (lead) teacher qualifications:  
50% of teachers have Associate, baccalaureate, or advanced degree in early childhood education 
or Associate, baccalaureate, or advanced degree in a field related to early childhood education, 
with experience in teaching preschool children. 
 
❑ Yes ❑ No  Comment___________________________________________________________ 

 
Or 
 
Child development associate (CDA); state certificate for preschool teachers; or degree in a field 
related to early childhood education, with experience in teaching preschool children and a state 
certificate to teach preschool. 

 ❑ Yes ❑ No  Comment___________________________________________________________ 

 
Or 
  
If the teacher does not have the above qualification, enrollment in a 2 or 4-year degree program 
that will grant degree to the individual within 180 days of employment. 
 
❑ Yes ❑ No  Comment___________________________________________________________ 

Note: For programs who use consultants to provide content area expertise, consultants must also 
meet qualifications outlined in performance standards.   

Do health service staff have experience and training in public health, nursing, health education, 
maternal and child health, or health administration? 

❑ Yes ❑ No  Comment___________________________________________________________ 

Are nutrition services staff registered or licensed dietitians or nutritionists? 

❑ Yes ❑ No  Comment___________________________________________________________ 

Are mental health services staff licensed or certified mental health professionals with experience and 
expertise in serving young children and their families? 

❑ Yes ❑ No  Comment___________________________________________________________ 
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Do family and community partnership services staff have training or experience in fields related to 
social, human or family services? 

❑ Yes ❑ No  Comment___________________________________________________________ 

Does parent involvement services staff  have training, experience and skills in assisting the parents of 
young children in advocating and decision-making for their families? 

❑ Yes ❑ No  Comment___________________________________________________________ 

Does disability services staff have training or experience in securing and individualizing needed 
services for children with disabilities? 

❑ Yes ❑ No  Comment___________________________________________________________ 

Does home visitor staff have knowledge and experience in child development and early childhood 
education; the principles of child health, safety, and nutrition; adult learning principles; and family 
dynamics?  Are they skilled in communicating with and motivating people?  Do they have 
knowledge of community resources and the skills to link families with appropriate agencies and 
services? 

 ❑ Yes ❑ No  Comment___________________________________________________________ 

Do transportation services staff have the proper qualifications (including licenses)? 

❑ Yes ❑ No  Comment___________________________________________________________ 

 Do transportation services staff receive ongoing training to increase knowledge and skills? 

❑ Yes ❑ No  Comment___________________________________________________________ 

Does Early Head Start staff have a CDA credential for infant and toddler caregivers or equivalent 
credential?  Do they have the training and experience necessary to develop supportive relationships 
with very young children? 

❑ Yes ❑ No  Comment___________________________________________________________ 

Is there evidence that employees are in good health and have been screened for tuberculosis? 

❑ Yes ❑ No  Comment___________________________________________________________ 

Does the program’s child abuse policy comply with state law? 

❑ Yes ❑ No  Comment___________________________________________________________ 
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Interview:  
 
Talk with a number of different staff persons from different segments of the organization.  Be 
sure to include staff from all segments of your organization (e.g., food service, transportation, 
etc.) 
 
Guiding questions: 
 

Tell me about how you learn what is expected of you in your position and the kinds of support 
you get to help you do a better job. 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

How did you learn about the Head Start philosophy and the HS performance standards? 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

Who has the responsibility for the following tasks associated with child outcomes and how were 
these staff persons trained? 
 
• Summarizing child assessment information 
• Analyzing and interpreting results 
• Planning 
• Data collection and tracking 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Describe the performance appraisal process.  How often does it occur? 
 
_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

Are you provided opportunities for professional development?  Do any of these opportunities 
afford course credit or lead to higher degrees? 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

Are you aware of the program's policies regarding the reporting of child abuse and neglect?  Can 
you briefly describe the process? 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

Additional observations, document reviews, or interview questions that this team may choose to 
add: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 
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Summary of Results for Human Resources 

 
Areas where the program is working well.  Provide examples of program strengths or areas 
where the program exceeds performance standards:  

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

Areas where the program needs improvement: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

Additional areas of concern: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 
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Program Self-Assessment Booklet ❼ 

Management Systems:  Fiscal Management  

Core Question to be answered by the self-assessment team:  
 
How effective is the fiscal management system in supporting the implementation of quality services to 
children and families? 
 
Purpose: 
 
Fiscal Management means having a system of administering resources including funds, property 
and equipment.  A fiscal management system is necessary to ensure that limited resources, 
allocated carefully and accountably, support the program’s delivery of quality services.   
 
This booklet will help you to assess if the program meets Federal performance standards relating 
to fiscal management, budgeting, and expenditures.  Related performance standards include: 
1301.10-1301.13, Subpart B; 1301.20-1301.21, Subpart C; 1301.32-1301.33; 1304.20(c)(5); 
1304.23(b)(1)(i); 1304.50(f); 1304.50(g)(2); 1304.51(h)(1)-1304.51(h)(2); 1304.52(d)(8); 
1305.9; 1308.4(m)-1308.4(o); 1310.23(b); Part 74, Subpart C; Part 92, Subpart C 
 
As you conduct your assessment of the program’s fiscal management systems, pay close 
attention to: 
 

• How federal regulations regarding fiscal management are met 
• How the budget is developed and approved 
• How expenditures are monitored 
• What fiscal reports are produced and how they are used 
• How the grantee maintains accountability 
• How investment choices are made 

 
 
 
 
 
 
 



 72

Interview: 
 
The self-assessment team member should interview the program’s fiscal officer and Head Start 
director.  Use the questions below to assist you with interview: 
 
Describe the fiscal system and how the management team and the fiscal officers work together to 
support the delivery of Head Start services.  How do they interact during the year to support the 
Head Start program? 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
How is the budget developed and approved?  Describe the involvement of the Policy Council? 
Are there written procedures describing this process?  Is there a timeline? 

_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
How are expenditures monitored?  What reports are produced and how are they used? 
(Try to find out who receives regular financial reports, how often, and how the budget is 
compared to actual expenditures.) 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
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Has the program conducted a cost analysis of providing transportation services?  Does your cost 
analysis reflect the true cost of providing transportation services?  Do the results suggest any 
changes to these services? 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
Review:  
 
Use your interview with the director and chief financial officer to help complete the attached 
fiscal checklist and its list of documents to review. 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 

Additional observations, document reviews, or interview questions that this team may choose to 
add: 

_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
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Summary of Results for Fiscal Management 
 
Areas where the program is working well.  Provide examples of program strengths or areas 
where the program exceeds performance standards:  
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
Areas where the program needs improvement: 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
Additional areas of concern: 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
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Program Self-Assessment Booklet ❽ 

Child Development and Health Services:  Prevention & Early 
Intervention 

Core Question to be answered by the self-assessment team: 
 
How does the grantee implement a comprehensive system of services for preventing health problems and 
intervening promptly when they exist?  
 
Purpose: 
 
The objective is to support healthy physical development by encouraging practices that prevent 
illness or injury, and by promoting positive, culturally relevant health behaviors that enhance life-
long well-being. (Introduction to 1304.22, p. 83) 
 
This booklet will help you assess if the program meets Federal performance standards relating to  
Prevention & Early Intervention.  Related performance standards include: 1304.20; 
1304.21(c)(1)(iii); 1304.22-1304.24; 1304.40(c)(2)-(3); 1304.40(f); 1304.41(a)(2); 1304.41(b); 
1304.53(a)(6); 1304.53(a)(8); 1304.53(a)(10)(I)-1304.53(a)(10)(iii); 1304.53(a)(10)(v)-
1304.53(a)(10)(xvii); 1306.30(c); 1306.33(c)(3); 1308.6; 1308.20; 1304.40(c)(1)(I)-(iii); 
1304.40(c)(2); 1310.21 
  
As you conduct your assessment of the program’s prevention and early intervention activities, pay 
close attention to how the program ensures that: 
 

• Parents are involved as full partners in prevention and early intervention 
• Children and families are linked to an ongoing source of continuous, accessible health care 

and children are kept up-to-date on a schedule of well-child care 
• Preventive health practices are taught to children and parents 
• Nutrition and mental health services are provided to children and families that are responsive 

to their needs 
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Review: 
 
Members of the self-assessment team should review: 

• The results of the child/family record audit conducted by the team assessing record keeping 
and reporting and/or a sample of children’s records 

• Written plans describing health, nutrition, and mental health services 
• Health and safety policies and procedures 
• Sample menus 
• Bus ride checklist 

 
Note:  The team reviewing record keeping and reporting systems has responsibility to complete an 
audit of children/family records as a part of their assessment. Review the results of their audit and ask 
team members if they discovered answers to the following questions.  You may want to supplement 
this information by reviewing a number of sample files on your own.  
 
Do children’s files indicate that the program assessed whether the child has an ongoing, continuous 
source of health care within 90 days of entry into the program? 
 
❑ Yes ❑ No Comment______________________________________________________________ 

Do files contain the information necessary to assess if children are up-to-date with well-child care visits 
and have received recommended immunizations and screenings?  

❑ Yes ❑ No  Comment______________________________________________________________ 

If the program did not identify a source of health care, is there evidence of assistance provided to the 
parents to find one? 
 
❑ Yes ❑ No  Comment______________________________________________________________ 

Is there evidence in the file that parents are informed and made aware of the various screenings as they 
occur (permission forms, contact notes, home visit reports, notification of results)? 

❑ Yes ❑ No  Comment______________________________________________________________ 

Review written plans describing health, nutrition, and mental health services to answer the 
following: 
 
Is there evidence that these plans have been updated so that services respond to community 
assessment data and meet the current needs of children and families? 
  
❑ Yes ❑ No  Comment______________________________________________________________ 

Do plans describe the use of early intervention and education strategies so that services are preventive 
in nature? 
 

❑ Yes ❑ No  Comment______________________________________________________________ 
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Is there evidence that parents and children have received training on pedestrian safety and bus safety 
practices? 
 
❑ Yes ❑ No  Comment______________________________________________________________ 

Review sample menus to answer the following: 
 
Are there a variety of foods made available to children, taking into account cultural and ethnic 
preferences? 
  
❑ Yes ❑ No  Comment______________________________________________________________ 

Do the menus contain nutritious well-balanced meals that are age-appropriate? 
 
❑ Yes ❑ No  Comment______________________________________________________________ 
 
Observe: 
 
Obtain the results of the Health and Safety Checklist and the Bus Ride Checklist administered by the 
team responsible for the Facilities , Materials, Equipment and Transportation booklet.   
 
Interview: 
 
Make arrangements to meet and interview health, nutrition, mental health, and transportation services 
staff.   
 
Sample questions for the manager of health and nutrition services and/or the nutrition 
consultant: 

 
Describe your approach to providing preventive health services to children and families at Head Start. 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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How do you go about accessing medical services for families who are not connected to a regular 
system of health care? (i.e. , Does the program assist families in accessing their state CHIP program?) 
 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
What do you do when families do not have dental services? 
 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
Describe to me how nutritional services are provided to children and families in this program. 
 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
 
How do you ensure that the meals served to children meet all USDA regulations? 
 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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How do you accommodate special dietary needs for individual children? 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
Describe to me how health and nutrition education is provided to children. (listen to see if  these 
services are integrated into child development experiences) 
 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
How do you share information with families that promote nutrition, health, and safety at home? 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
Sample questions for the manager of mental health services and/or the mental health 
consultant: 
 
Is there a regular schedule of visits by a mental health professional? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Describe how the Mental Health Consultant works with staff: 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Describe how the Mental Health Consultant works with children and families: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
 
Sample Questions for Early Head Start Managers: 
 
How does this team make sure there is a comprehensive system for preventing health problems and 
for intervening when problems exist especially with regard to pregnant women and children from 
birth to three years of age? 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
How does the Early Head Start program work with pregnant women to provide education about and 
access to health services and resources?  
 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Sample Question for Person Responsible for Transportation Services: 

How does the program ensure that all parents and children are trained on pedestrian safety and bus 
safety practices? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

 

Additional observations, document reviews, or interview questions that this team may choose to add: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Summary of Results for Prevention and Early Intervention 
 
Areas where the program is working well.  Provide examples of program strengths or areas where the 
program exceeds performance standards: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Areas where the program needs improvement: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Additional areas of concern: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Program Self-Assessment Booklet ❾ 

Child Development and Health Services:  Tracking and Follow-up 

Core Question to be answered by the self-assessment team:  
 
How does the grantee track the provision of all child health and developmental services and ensure that 
follow-up services are received in a timely manner?  
 
Purpose: 
 
The objective is to ensure that all child health and developmental concerns are identified, and 
children and families are linked to an ongoing source of continuous, accessible care to meet their 
basic needs. (Introduction to 1304.20, p. 41) 
 
This booklet will help you assess if the program meets Federal performance standards relating to 
monitoring and necessary follow-up of all child health and developmental services.  Related 
performance standards include: 1304.20(c)-1304.20(f); 1304.41(a)(1); 1304.51(g); 1308.18.  
  
As you conduct your assessment of the program’s health care tracking and follow-up, pay close 
attention to how the program: 
 

• Utilizes a system for tracking health and developmental services to provide a safety net for 
children to ensure that they receive all necessary services 

• Promotes communication between and among managers and staff to plan and coordinate 
follow-up services in an integrated way 

• Accesses community resources to connect children and families with follow-up services 
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Review: 
 
Review written plans, policies, procedures pertaining to the delivery of health services  to complete 
the following: 
 
 
Are there procedures to track the provision of health care services? 
  
❑ Yes ❑ No  Comment______________________________________________________________ 

Are there written procedures on the handling, storage and administration of medications? 
  
❑ Yes ❑ No  Comment______________________________________________________________ 

Are there procedures by which staff can identify any new or recurring medical, dental or 
developmental concerns so that they may quickly make appropriate referrals? 
 

❑ Yes ❑ No  Comment______________________________________________________________ 

 
 
 
 
 

Ask your team leader to provide you with a number of children’s records that represent children with 
identified health and nutritional needs.  Review these records to answer the following: 
  
❑ Yes ❑ No  Comment______________________________________________________________ 

Are parents requested to inform the program of a child’s particular health needs and dietary 
considerations (allergies, medications) upon enrollment? 
  
❑ Yes ❑ No  Comment______________________________________________________________ 

Do the files indicate that follow-up plans have been developed and implemented for health conditions 
that have been identified? 
  
❑ Yes ❑ No  Comment______________________________________________________________ 

Are doctor’s instructions and parental consent obtained before medication is administered? 
  
❑ Yes ❑ No  Comment______________________________________________________________ 

Is there a record maintained of all medications dispensed? 
 
❑ Yes ❑ No  Comment______________________________________________________________ 

Note:  At least one staff person should sit on this review team so they can access and 
review child/family files. Other team members may not have access to these files based 
on the program’s confidentiality policy. 
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Is the record reviewed regularly with parents? 
  
❑ Yes ❑ No  Comment______________________________________________________________ 

 
 
Interview: 
 
The self-assessment team member should interview the health manager or designee.  
Use the questions below to assist you with interviews:  
 
What are your procedures for tracking child health services? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

How do you make sure follow-up treatments are provided in a timely manner?    
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

 

Describe the system that you use within your own program to integrate and coordinate services to 
children and families. 

Do managers meet regularly to communicate about and coordinate services?  Describe that process. 

________________________________________________________________________ 
 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 



 92

Do direct service staff (e.g., teachers and family service workers) meet to coordinate services?  
Describe that process. 

________________________________________________________________________ 
 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

Describe the role that the parent plays in arranging and providing for follow-up services to children. 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

 
Describe the role that direct service staff  (e.g., teachers, family service workers) have in 
implementing follow-up services to children. 
 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

 
How has the program reached out to partner with health care providers and other providers in the 
community to link up children and families with needed services? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 

______________________________________________________________________________ 
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Additional observations, document reviews, or interview questions that this team may choose to add: 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 

______________________________________________________________________________ 
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Summary of Results for Tracking and Follow-Up 
 
Areas where the program is working well.  Provide examples of program strengths or areas where the 
program exceeds performance standards: 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

 

Areas where the program needs improvement: 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

 

Additional areas of concern: 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 

______________________________________________________________________________ 
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Program Self-Assessment Booklet ❿ 

Child Development and Health Services:  Individualization 

Core Question to be answered by the self-assessment team:  
 
How does the grantee, in consultation with the family, individualize the program of child development 
and health services to meet each child’s unique characteristics, strengths and needs? 

 
Purpose: 
 
Individualization assures that the program recognizes the uniqueness of each child and assures that 
staff tailor approaches to child development, education and family partnership.    
 
This booklet will help the team assess if the program meets Federal performance standards relating to 
how services are tailored to each child.  Related performance standards include: 1304.20(d); 
1304.20(f); 1301.21(a); 1304.21(c)(1)(i); 1304.23(b)(1); 1304.40(a)(2); 1308.19. 
 
As you conduct your assessment of the program’s ability to individualize child development and 
health services for children, look for evidence that: 
 

• Families are involved in establishing goals for their children 
• The system used by the program to assess children is ongoing 
• Individualization addresses: 

� Child interests 
� The eight domains of learning and development  
� Temperament 
� Language 
� Cultural background 
� Learning style 

• Teaching staff tie individual children’s goals into the overall curriculum 
 
Review: 
 
The team member should review children’s files from a number of different classrooms and program 
options for:  
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• evidence of individualized planning; and  
• evidence that plans address child interests, developmental strengths, temperament, needs, 

language, cultural background, and learning style.  
 

 
 
 

Record your results below: 
  
My review of ____(fill in number) child files revealed that: 
 

___ all files show evidence of individualized planning    
___ a substantial number of files show evidence of  individualized planning     
___ very few files show evidence of  individualized planning 

  
Comments: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
(Please check appropriate column) Most of the 

time 
Some of 
the time 

Rarely 

Files revealed that individualization addresses:    
• child interests    
• developmental strengths    
• temperament    
• needs    
• learning styles    
• languages    
• cultural background    
• health/nutrition considerations    
Information in the child files reveals that parents 
provide input into the education and child 
development services that are planned for their child  
 

   

Classroom curriculum plans reflect individualization 
and are based on information contained in the child 
files 

   

 
 
 
 
 

Reminder: a member of the staff serving on the self-assessment team must conduct file 
reviews. 
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Observe: 
 
Two members of the assessment team, one staff person with a child development background and 
another staff person or parent, would select a specific number of children to observe. The 
“observation team” might have two or three “focus” children. In conducting an observation, focus on 
one child at a time for no less than 30 minutes. 
 
Use the tool “Guidelines for Observing Individualization of the Curriculum for Infants/Toddlers and 
Pre-School Children in Early Head Start and Head Start Classrooms, Childcare, Family Childcare and 
Home Based Options,” at the back of this individualization booklet. The instrument is based on the 
PRISM Classroom Observation and PRISM Home Visit Observation Instruments and the National 
Institute for Child Health and Development Caregiver Language Checklist. This tool is designed to 
complement the “Classroom, Family Child Care or Socialization Observation Instrument” in the 
Curriculum Booklet.    
 
 
Interview: 
 
A member of the assessment team should interview teachers and/or home visitors, family child care 
providers, and a sample of parents. Use the questions below to assist you with interviews:  
 
Questions for education managers, teaching staff and home visitors: 
 
How does the curriculum support individual needs, abilities and learning styles of children? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
What information contributes to individualized planning for each child? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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Describe the practices within your program that ensure a continuity of services and care for children 
as they enter and exit the program. 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
For Early Head Start:  Are there adequate transitions from EHS or another setting in the community?  
Does transition planning for EHS children begin six months  before the child’s third birthday? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
How does the program involve parents in supporting individualized child development? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Questions for parents include: 
 
What kinds of things is your child learning by participating in Head Start? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 



 99

Are there other things that you would like to see your child learning?  If yes, have you discussed this 
with your child's teacher/home visitor? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Have you participated in home visits with the teaching staff as well as staff/parent conferences? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Tell me about those visits and conferences. 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Do you work together with your child's teacher/home visitor to plan activities that you can do with 
your child in your home? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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Additional observation, document reviews, or interview questions that this team may choose to add: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
 
 



 101

Summary of Results for Individualization 
 
Areas where the program is working well.  Provide examples of program strengths or areas where the 
program exceeds performance standards: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Areas where the program needs improvement: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Additional areas of concern: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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Program Self-Assessment Booklet ❶❶ 

Child Development and Health Services: Disabilities Services 

Core Question to be answered by self-assessment team:  
 
How does the grantee ensure that individual services are effectively provided to children with diagnosed or 
suspected disabilities? 
 
Purpose: 
 
The purpose is to ensure that children with disabilities enrolled in the program receive all of the services to 
which they are entitled in the least restrictive environment. (Purpose and application of Part 1308, p. 255) 
 
This booklet will help the self-assessment team determine if the program meets Federal performance standards 
relating to disabilities services.  Related performance standards include: 1304.20(c)(4); 1304.20(f); 
1304.21(a)(1)(ii); 1304.23(a)(2); 1304.24(a)(3)(iii); 1304.41(a)(4); 1304.53(a)(10)(xvii); 1304.53(b)(1)(iii); 
1308; 1310.22(b) 
 
As you conduct your self-assessment of program’s services to children with disabilities, pay close attention to: 
 

• The process used by the program to assess children’s needs for special services 
• How the program engages parents as partners when planning special services for children 
• Evidence of the inclusion of children with disabilities in the Head Start program 
• Evidence of Individualized Family Service Plans (IFSPs) in Early Head Start programs and 

Individualized Education Plans (IEPs) for Head Start programs 
 
Note:  Individual programs may wish to substitute terms used in this booklet with terms used by your local 
school district (e.g., special needs, disabilities, special services, disabilities services).    
 
Observe: 
 
Check in with self-assessment team members assigned to curriculum and individualization.  Ask them to 
summarize for you what they discovered about the program’s approach to serving children with disabilities 
during their assessment process.  In particular, review with them the results of the Curriculum Observation 
Instrument pertaining to serving children with disabilities.  
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Review: 
 
Team members should review: 
 

• Written plans describing how disabilities services will be delivered 
• Copies of all Interagency Agreements with  Local Education Agencies (LEAs), Part C, and other 

programs serving children with disabilities and their families 
• A sample of records for children with disabilities (Note: assign this task to someone on your team who 

can review children’s records without breaching the confidentiality policy of the program) 
  
As you review the above documents and records answer the following: 
 
Is there evidence that the disabilities services plan has been updated annually? 

❑ Yes ❑ No  Comment______________________________________________________________ 

Are there interagency agreements between the program and LEAs that provide services to enable the effective 
participation of children with disabilities? 

❑ Yes ❑ No  Comment______________________________________________________________ 

For Early Head Start: Is there evidence of a formal partnership with the local Part C agency (provider of early 
intervention services)?  
  
❑ Yes ❑ No  Comment______________________________________________________________ 

 
Is there an agreement that describes the process for coordinating services for infants and toddlers? 
 

❑ Yes ❑ No  Comment______________________________________________________________ 

 
Do files demonstrate a timely process for assessing children with suspected disabilities, engaging parents, and 
arranging for services, as needed? (Note:  A meeting to develop the IEP must be held within thirty calendar 
days of a determination that the child needs special education and related services) 
 
❑ Yes ❑ No  Comment______________________________________________________________ 

 
Is there evidence of the family’s involvement in the development of IEPs and IFSPs? 

❑ Yes ❑ No  Comment______________________________________________________________ 

 

Do IEPs and IFSPs identify persons responsible for planning, delivering, and supervising services and projected 
dates for services to begin? 

❑ Yes ❑ No  Comment______________________________________________________________ 
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Are transition plans developed for children that provide a continuity of care as children with disabilities move 
from one program to the next?  
  
❑ Yes ❑ No  Comment______________________________________________________________ 

 
Interview: 
 
The self-assessment team member should interview the: 
 

• Manager of disabilities services;  
• Teachers, home visitors, family child care teachers, family service workers;  
• Parents of children with disabilities; and 
• If possible, a representative from the local LEA (Head Start) and/or Part C agency (Early Head Start).  

 
Use the questions below to assist you with interviews:  
 
Questions for the Disabilities Manager: 
 
What efforts are taken to recruit children with disabilities (including children with severe disabilities)? 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
Is there a system in place to track the provision of disability services?  Describe the follow-up that occurs when 
timeframes are not met. 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
 
How are children with disabilities included in ongoing assessment?  Are all children included?  Give examples 
of how appropriate accommodations were made for their special needs. 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Over the past year, what types of modifications has the program made to meet the specific needs of children 
with disabilities? 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
How does the program provide parents with information and assistance in understanding and advocating for 
services and supports needed to address their child's special needs? 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
Has the program been successful in accessing the additional resources (including transportation) that may be 
outlined in the IEPs and IFSPs of the children you serve? 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
 
 
Questions for education staff: 
 
Provide us with some examples of how you have modified the program and individualized services to ensure 
the inclusion of children with disabilities in the full range of program activities. 

____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
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Questions for education/ family services staff: 

Provide us with some examples of the information, support, and guidance available to assist you in providing 
services to children with disabilities and their families.  

____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 

 

Questions for families:  

 

Describe how the Head Start program involved you in planning services for your child. 

____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 

 

What resources in the community have you heard about through Head Start that can offer you assistance? 

____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 

Have you participated in any training that specifically prepares you to advocate for your child? 

____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 



 114

Questions for Program Partners: 

 

Describe your relationship with the Head Start program. 

____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 

Do you have an interagency agreement in place that describes the process you and Head Start will follow to 
provide services to children with disabilities?  If yes, describe the major components of the interagency 
agreement. 

____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 

Are there challenges or barriers you face in providing services to Head Start children? 

____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 

How are you working with Head Start to overcome these barriers? 

____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
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Additional observations, document reviews, or interview questions that this team may choose to add: 

____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
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Summary of Results for Disabilities Services 

Areas where the program is working well.  Provide examples of program strengths or areas where the program 
exceeds performance standards:  

____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 

 

Areas where the program needs improvement: 

____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 

 

Additional areas of concern: 

____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
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Program Self-Assessment Booklet ❶❷ 

 
 
Child Development and Health Services: Curriculum and 
Assessment 
 
Core Question to be answered by the self-assessment team:  
 
How has the grantee engaged in a process of curriculum selection and/or development, implementation, and 
evaluation resulting in a written plan that supports the growth of children's social competence, including school 
readiness, for each identified program option? 
 
Purpose: 
 
The objective is to provide all children with a safe, nurturing, engaging, and secure learning environment, in 
order to help them gain the awareness, skills, and confidence necessary to succeed in their present environment, 
and to deal with later responsibilities in school and in life. (Introduction to 1304.21, p. 58)  
 
This booklet will help the team assess if the program meets Federal performance standards relating to 
curriculum development and implementation.  Related performance standards include: 1304.21; 1304.23(b)-
1304.23(c); 1304.3(a)(5); 1304.40(e)-1304.40(f); 1306.30(b); 1308.4(c); 1310.21 
 
As you conduct your assessment of the program’s ability to work with families to develop an appropriate 
curriculum, see if you can confirm that: 
 

• Parents have been given the opportunity to be involved in curriculum development 
• The written curriculum contains core elements of sound child development principles and 

developmentally appropriate practices  
• The implementation of the curriculum can be evidenced in classrooms, family childcare homes, or in 

other program options offered by the program 
 
Observe:  
 
The team member should observe a sample of classrooms, socialization settings, and/or family childcare homes 
(depending on the options offered by your program) using the attached curriculum observation instrument.  
Duplicate the instrument as necessary to complete a good sampling of the child development services offered by 
the program.  
 
 
 
 
 



 118

Review: 
 
The team member should review: 

• the written curriculum 
• the written plan describing child development services 
• daily and weekly classroom plans 
• child progress records  

 
Use the checklist below to assist your document review: 
 
Written Curriculum 
 
Does the written curriculum include: 
Goals for children’s development and learning      ❑ Yes ❑ No 
The experiences through which they will achieve these goals   ❑ Yes ❑ No 
What staff and parents do to help children achieve these goals   ❑ Yes ❑ No 
The materials needed to support the implementation of the curriculum?   ❑ Yes ❑ No 
 
Is the curriculum consistent with the Performance Standards and based on 
sound child development principles?       ❑ Yes ❑ No 
 
Does it provide appropriate and comprehensive programming for the social- 
emotional, cognitive, and physical development of children of all ages served 
by the program?         ❑ Yes ❑ No 
 
For preschool children, does the curriculum include experiences in the eight 
domains (language, literacy, mathematics, science, creative arts, social and  
emotional development, approaches to learning, and physical development  
and health)?          ❑ Yes ❑ No 
 
Does the curriculum and assessment process support the inclusion of children 
 with disabilities?         ❑ Yes ❑ No 
 
Are health, nutrition, mental health, and safety education integrated into 
the curriculum?          ❑ Yes ❑ No 
 
Does the curriculum include transition issues?       ❑ Yes ❑ No 
 
Does curriculum implementation, including assessment, provide appropriate 
environments and comprehensive programming for children, from birth to  
five years old?          ❑ Yes ❑ No 
 
 
Is there a written plan describing child development services that gets updated 
annually to reflect the changing needs of children?      ❑ Yes ❑ No 
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Ongoing Assessment 
 
Does the ongoing assessment tool address the eight domains and thirteen 
mandated elements and indicators?       ❑ Yes ❑ No 
 
Is the tool appropriate to children's ages, languages, cultures, and special needs?  ❑ Yes ❑ No 
Comments:  
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Interview: 
 
A self-assessment team member should interview the education manager and ask:  
How does your team engage with parents to select, develop, implement and evaluate the curriculum for each 
program option?  How do you ensure the curriculum supports the growth of children’s social competence? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
How have you incorporated outcome-based measures into curriculum development and implementation? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
For children who are transported to the program, how is the time spent riding the bus used to reinforce the 
curriculum and otherwise foster healthy child development? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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A self-assessment team member should interview teachers and/or home visitors and family child care teachers 
and ask:  
 
 
How is the curriculum consistent with the Performance Standards and based on sound child development 
principles? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
How are parents involved in curriculum development and reporting child progress? 
 
 ______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Tell me how your classroom environment and daily schedule supports the curriculum. 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

What process do you use for curriculum planning? 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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How do you evaluate children’s progress?  
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Additional observations, document reviews, or interview questions that this team may choose to add: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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Summary of Results for Curriculum 
 
 
Areas where the program is working well.  Provide examples of program strengths or areas where the program 
exceeds performance standards: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Areas where the program needs improvement: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Additional areas of concern: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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 d
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 D
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at
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 p
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 m
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 p
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 d
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Program Self-Assessment Booklet ❶❸ 

Family and Community Partnerships: Family Partnership 
Building 

Core Question to guide the self-assessment team:   
 
How does the grantee engage in a process of collaborative partnership-building with parents? 
 
Purpose: 
 
The objective is to support mothers and fathers as they identify and meet their own goals, nurture 
the development of their children in the context of the family and culture, and advocate for 
communities that are supportive of children and families of all cultures. (Introduction to 1304.40, 
p. 125) 
 
This booklet will help the self-assessment team determine if the program meets Federal 
performance standards relating to working with parents.  Related performance standards include: 
1304.20(e); 1304.21(a)(2); 1304.239(b)(4); 1304.40; 1304.50(a)(1); 1306.30(b); 1308.19(j); 
1308.21 
 
As you conduct your assessment of the program’s services in the area of family partnerships, pay 
close attention to: 
 

• The approach that the program uses to build a partnership relationship with families 
• How staff work with families to identify family goals, strengths, necessary services, and 

supports to formulate a family partnership agreement 
• The program staff’s knowledge of community resources 
• The system the program uses for tracking and follow-up with families 
• (For Early Head Start programs only) How the program provides assistance to pregnant 

women so they can obtain comprehensive prenatal and postpartum care 
• Inclusion of fathers 
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Review: 
 
Ask your self-assessment team leader to provide you with a copy of: 
 

• a family partnership written plan; 
• a sample number of family records (In order to maintain confidentiality, only a staff 

member serving on your self-assessment team can review these files); and 
• a listing of the community resources most commonly used to support families.  

 
Use the questions below to assist your document review. 
 
Has the written plan been updated within the past year to reflect how the program will respond to 
any new needs of families? 
 
❑ Yes ❑ No Comment_____________________________________________________________ 
 
Look for evidence of family partnership agreements in the majority of family files that describe:   
 

⇒ family goals    ❑ Yes ❑ No 

⇒ timetables    ❑ Yes ❑ No 

⇒ strategies for achieving the goals ❑ Yes ❑ No 

⇒ progress in achieving goals  ❑ Yes ❑ No 

 
Do file notes and reports indicate that families are being referred to resources in the community? 
 
❑ Yes ❑ No  Comment____________________________________________________________ 
 
Do family services staff conduct follow-up with families to determine the quality of services 
received through Head start referrals? 
 
❑ Yes ❑ No  Comment____________________________________________________________ 
 
Do community resource listings include resources for: 
 

⇒ Emergency or crisis assistance  ❑ Yes ❑ No 

⇒ Counseling services    ❑ Yes ❑ No 

⇒ Education and employment training  ❑ Yes ❑ No 

⇒ Prenatal health services (EHS)  ❑ Yes ❑ No 
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Interview: 
 
The self-assessment team member should interview: 
 

• The manager of family partnership services and members of his/her staff; 
• A number of families. 

 
Use the questions below to assist you with interviews:  
 
Questions for Family Partnership Staff: 
  
How do you build partnerships with families?  What are the first things you do? 
 
 

 

 
 

 

 
 
How do you help families transition from Early Head Start to Head Start or from Head Start to 
public school? 
 
 

 

 
 

 

 
Questions for Manager: 
 
How do you monitor family partnership activity to ensure that services are being delivered 
according to plan? 
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Where do you think you should focus your attention and resources to further improve family 
partnership services in the program? 
 
 

 

 
 

 

 
Questions for staff providing Early Head Start services to expectant families: 
 
Describe how you assist pregnant women to access comprehensive prenatal and postpartum 
health care.  Provide one or two real examples. 
 
 

 

 
 

 

 
How does your program provide for prenatal education?  What does that education include?   
 
 

 

 
 

 

 
The performance standards require programs to provide early and continuing risk assessments.  
How is that done in this program? 
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How does the program educate pregnant women about the benefits of breastfeeding? 
 
 

 

 
 

 

 
Questions for expectant families: 
 
Briefly describe the types of services you have received from the Early Head Start program.  
(Listen for evidence that that the program is providing for risk assessments, timely referrals to 
community resources for prenatal and postpartum health care as well as mental health services, 
as appropriate.) 
 
 

 

 
 

 

 
 
Questions for families: 
 
Tell me how you first learned about the family services that Head Start provides. 
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Can you describe to me how you have worked with family services staff throughout the year?  
What goals have you been working on? How has staff supported you in reaching those goals? 
 
 

 

 
 

 

 
Other Family Service Considerations 
 
Interview 
 
Ask the manager responsible for coordinating family services: 
 
Are some of your program’s families considering marriage or are having difficulty with 
their marriage?  If so, what services, either offered directly or by referral, are available? 
How do you connect families to these resources? 
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Interview 
 
Ask the manager responsible for coordinating services relating to positive youth 
development: 
 
How do you talk with parents about issues and concerns that are affecting older 
siblings of their Head Start children?   
 
 

 

 
 

 

 
Have you identified supportive services for youth in your community? How do you 
connect Head Start families with older children to these resources? 
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How do you provide opportunities for young people to get involved with your Head 
Start program? 
 
 

 

 
 

 

2002 

 

Additional observations, document reviews, or interview questions that this team may choose to 
add: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Summary of Results for Family Partnership Building 
 
Areas where the program is working well.  Provide examples of program strengths or areas 
where the program exceeds performance standards:  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Areas where the program needs improvement: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Additional areas of concern: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Program Self-Assessment Booklet ❶❹ 

Family and Community Partnerships: Parent Involvement  

Core Question to guide the self-assessment team: 
 
How does the grantee provide parent involvement opportunities in all aspects of the Head Start 
program? 

 
Purpose: 
 
The objective is to ensure that parents are provided opportunities for growth that reflect their 
needs, desires, and input so they become strong partners in the education of their child.   
 
This booklet will help the self-assessment team determine if the program meets Federal 
performance standards relating to parent involvement.  Related performance standards include: 
1304.20(e)(4); 1304.23(d); 1304.24(a)(1); 1304.40(b)-1304.40(h); 1304.50; 1308.19(j); 1308.21 
 
As you conduct your assessment of the program’s services in the area of parent involvement, pay 
close attention to: 
 

• How the program promotes parent involvement in each of the service areas: education, 
mental health, health, nutrition, disabilities, transition, and family partnership 

• Information pertaining to opportunities in the program for parent leadership (e.g.,  
Advisory Committee meetings, Policy Council, community partnership activity, etc.) 

• The different opportunities that the program offers for families and whether or not they 
are responsive to the expressed needs of the families they serve 

• How the program reaches out to both mothers and fathers whether they live together or 
not 

 
 
Observe: 
 
As you spend time in the Head Start program during the self-assessment process, take note as to 
how parents are involved in the program. 
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As you enter each center, is the atmosphere warm and inviting to families, including fathers? 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
Are current or former parents serving as volunteers and paid staff? 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
 
Are parents engaged in group meetings?  What are the meetings about?  
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
Review: 
 
Ask the team leader to provide you with the following documents to review: 
 

• Sample files to review for documentation of home visits and parent/teacher conferences 
(only staff serving on self-assessment team are permitted to review files);  

• Records of parent involvement activities;  
• Parent training records and training calendars; and 
• Plan for parent involvement (this may be integrated into other program plans). 

 
Use the questions below to assist you in your review: 
 
Is there evidence in child/family records of at least two staff-parent conferences conducted per 
program year? 
 
❑ Yes ❑ No  Comment____________________________________________________________ 
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Do you see evidence that the information obtained from families during home visits and 
parent/teacher conferences influence the services that are provided to children and families?  

❑ Yes ❑ No  Comment____________________________________________________________ 

In files pertaining to children with disabilities, is there evidence that parents are involved in the 
process of developing an Individual Education Plan (IEP)?  

❑ Yes ❑ No  Comment____________________________________________________________ 

 
Early Head Start: 
 
In files pertaining to children with disabilities, is there evidence that parents are involved in the 
process of developing an Individual Family Services Plan (IFSP)?  

❑ Yes ❑ No  Comment____________________________________________________________ 

 
Does the program provide the following opportunities for families: Yes No 

Opportunities to enhance parenting skills 
 

  

Opportunities for children and families to participate in family literacy services 
 

  

Medical, dental, nutrition, and mental health education programs   

Opportunities to participate in community advocacy   

Parent involvement and education opportunities responsive to the needs 
expressed by families 

  

Parent involvement in curriculum development   

Opportunities for families of children with disabilities to recognize their role in 
advocating for their child 

  

Opportunities for parents to learn about rights and responsibilities concerning the 
education of the child in the school they attend after Head Start 

  

Opportunities for pregnant women participating in EHS to improve their skills and 
knowledge in prenatal education on fetal development, labor and delivery and post-
partum recovery 

  

 

Interview: 
 
The self-assessment team should attempt to speak with as many program managers as possible, 
asking each manager how he/she promotes parent involvement in the service areas they manage.   
Another strategy you may use is to check in with the other self-assessment teams charged with 
reviewing child development, health, nutrition, education, mental health, disabilities, and 
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transition services.  You can ask for their assistance in assessing the extent to which parent 
involvement is an integral part of each of these service areas.  
 
As part of your assessment, interview some families, teachers, and members of the family 
services staff:  Use the questions below to assist you with interviews:  
 

Questions for each content area specialist (manager): 

In what ways are parents, including fathers, involved in services for children in the content area 
that you manage?  (Answers should address home visits, health care, curriculum development, 
nutrition services, and disabilities services, transition to/from Head Start). 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Describe current practices which ensure that parents have a strong voice in planning for the 
transition of their child into Head Start from Early Head Start or other child care/development 
arrangements or from Head Start into elementary school. 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
How do parents find out about the different ways they can get involved? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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How does the program ensure that parents have opportunities for community advocacy so they 
can influence services in this community?  Can you give me a few examples of community 
advocacy efforts being supported by this program? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
How does the program ensure that opportunities for involvement are responsive to the needs and 
interests of individual parents (e.g., parents with disabilities, parents whose primary language is 
not English, working parents, homebound parents, incarcerated parents, non-custodial parents, 
grandparents, etc.)? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
What procedure do you follow if parents refuse health care services offered through Head Start? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
What procedure do you follow if parents choose not to follow-up with recommended treatment 
or services proposed by the Head Start program (e.g., mental health, health, Individual Education 
Plan (IEP))? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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Questions for staff working directly with families: 

What are some of the different opportunities (e.g., learning, community involvement, etc.) that 
this program offers families? 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

Describe your role in connecting families to these different opportunities. 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

Questions for Families: 

Tell me how you found about some of the various opportunities that Head Start offers to 
families.  Can you name some of them? 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

How have you chosen to be involved in Head Start and how has the program benefited your 
family? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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Have you participated in an end of the year staff-parent meeting to understand the progress your 
child has made while in Head Start?  Did it better prepare you to advocate for your child in 
public school? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Do you know what to do if you have a complaint? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Other Parent Involvement Considerations 
 
The following questions are borrowed from the Father-Friendliness Organizational Self-
Assessment and Planning Tool developed by the National Head Start Association and the 
National Center for Strategic Nonprofit Planning and Community Leadership.  
 
Ask the parent involvement coordinator the following questions: 

 
Have you conducted any kind of assessment to determine the "father-friendliness" of 
your program?  Did your assessment look at organizational philosophy, staff attitudes, 
program services, policies and procedures?   
 
❑ Yes ❑ No  Comment________________________________________________________ 
 
 
Does your program have a specific initiative aimed at involving or serving fathers or 
other male role models?   
 
❑ Yes ❑ No  Comment_________________________________________________________ 
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Is contact information systematically taken on the father of children regardless of the 
father's marital status or living arrangements? 
 

❑ Yes ❑ No  Comment___________________________________________________________ 

 
Are fathers included in family needs assessment and goal setting? 
 

❑ Yes ❑ No  Comment___________________________________________________________ 

Is the message given to both fathers and mothers that the role of fathers as active 
parents is important to their child's development? 
 

❑ Yes ❑ No  Comment___________________________________________________________ 

 
Are fathers included in services such as parenting classes?  Are fathers referred to other 
community resources such as GED, ESL or job training? 
 

❑ Yes ❑ No  Comment___________________________________________________________ 

 
When fathers are present (e.g., dropping off a child at the classroom) are they welcomed 
and encouraged by staff to observe or join in activities?  Do staff interact with fathers in 
a style that demonstrates respect, empathy and high expectations? 
 

❑ Yes ❑ No  Comment___________________________________________________________ 

 
Are fathers or other male role models who are active and involved in the program used 
to reach and recruit others?  
 

 ❑ Yes ❑ No  Comment___________________________________________________________ 
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Additional observations, document reviews, or interview questions that this team may choose to 
add: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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Summary of Results for Parent Involvement 
 
Areas where the program is working well.  Provide examples of program strengths or areas 
where the program exceeds performance standards:  

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Areas where the program needs improvement: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Additional areas of concern: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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 Program Self-Assessment Booklet ❶❺ 

Family and Community Partnerships: Community and Child 
Care Partnerships 

Core Question to guide the self-assessment team: 
 
How does the grantee take an active role in community planning and advocacy to improve the 
delivery of services to children and families? Is this program engaged in effective childcare 
partnerships? 
 
Purpose: 
 
The objective is to ensure that programs collaborate with partners in their communities in order 
to provide the highest level of services to children and families, to foster a continuum of family 
centered services, and to advocate for a community that shares responsibility for the healthy 
development of children and families of all cultures.  (Introduction to 1304.41, p. 147) 
 
This booklet will help the team assess if the program meets Federal performance standards 
relating to developing and maintaining community and child care partnerships.  Related 
performance standards include: 1304.23(b)(4); 1304.24(a)(3)(iv); 1304.40(e)(4); 1304.41; 
1308.4(I)(1)-1308.41(l)(7); 1310.23 
 
As you conduct your assessment of this program’s approach to community partnerships and 
child care partnerships, pay close attention to: 
 

• How the program goes about developing a plan to guide their partnership activity 
• How partnership responsibilities are shared among the managers and staff 
• The program’s progress in formulating interagency agreements 

 
Review: 
 
The team leader should provide the self-assessment team members with copies of: 
 

• Interagency agreements; 
• Child care partnership agreements; 



 160

• The program’s plan for community involvement; 
• Documentation of the program’s partnership efforts; and 
• Copies of the program’s transition plan.  

 
Use the questions below to assist your document review: 
 
Does the program document their community partnership efforts? 
 
❑ Yes ❑ No 
 

Is there an interagency agreement with local education agencies? 

❑ Yes ❑ No 

If no interagency agreement exists, is there documentation of efforts to establish such an 
agreement? 

❑ Yes ❑ No 

Is there evidence that the program has on-going collaborative relationships 
with the following community agencies? 

Yes No 

Health care providers   

Mental health providers   

Nutritional service providers   

Providers of services to children with disabilities   

Family preservation and support services   

Child protective services    

Local elementary schools   

Other educational and cultural institutions (libraries, museums, etc.)    

Providers of child care services   

Organizations and businesses that provide transportation services    

Other organizations and businesses that provide support and resources to 
mothers, fathers and families 
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Are there procedures in place to facilitate transitions to/from other child care programs and Early 
Head Start or Head Start, and from Head Start to elementary school? 
 

❑ Yes ❑ No  Comment____________________________________________________________ 

 
Interview: 
 
Ask your team leader to assist you to connect with: 
 

• Members of the management team who have primary responsibility for overseeing 
community partnerships; 

• Community partners; and 
• Childcare partners 
 

When interviewing Head Start Managers, ask: 
 
How does the program establish and maintain advisory committees to address program issues 
and to help the program respond to family and community needs? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
How does the program coordinate services to children with disabilities and their families with 
community agencies? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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Does the program have relationships with the following community agencies?: 
 

Health care providers      ❑ Yes ❑ No 

Describe the benefits to children and families: 

______________________________________________________________________________ 
 

Mental health providers      ❑ Yes ❑ No 

Describe the benefits to children and families: 

______________________________________________________________________________ 

Nutritional service providers     ❑ Yes  ❑ No 

Describe the benefits to children and families: 

______________________________________________________________________________ 

Providers of services to children with disabilities   ❑ Yes ❑ No 

Describe the benefits to children and families: 

______________________________________________________________________________ 

Family preservation and support services    ❑ Yes ❑ No 

Describe the benefits to children and families: 

______________________________________________________________________________ 

Child protective services      ❑ Yes ❑ No 

Describe the benefits to children and families: 

______________________________________________________________________________ 

Local elementary schools      ❑ Yes ❑ No 

Describe the benefits to children and families: 

______________________________________________________________________________ 
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Other educational and cultural institutions (libraries, museums, etc.) ❑ Yes ❑ No 

Describe the benefits to children and families: 

______________________________________________________________________________ 

Providers of child care services     ❑ Yes ❑ No 

Describe the benefits to children and families: 

______________________________________________________________________________ 

Organizations and businesses that provide transportation services 

❑ Yes ❑ No 

Describe the benefits to children and families: 

______________________________________________________________________________ 

Other organizations and businesses that provide support and resources to families 

❑ Yes ❑ No 

Describe the benefits to children and families: 

______________________________________________________________________________ 

 
How does the program encourage volunteers to participate in Head Start? 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

Early Head Start only: 

How does the program promote the access of children, families and expectant parents to 
community services that are responsive to their needs?   

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 



 164

Can you provide examples of how Head Start parents work with staff to improve the quality of 
services available to children and families? 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

Do you have practices in place to coordinate services between this program and other programs 
that children attend before, after, and during their Head Start experience?  Please describe. 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Do you coordinate joint training with early childhood programs in this community? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Is there a group in your community working to coordinate transportation and do you participate 
on it?  If none, have you explored the possibility of creating one? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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Questions for Community Partners: 
 
If possible, see if you can meet and speak with one or two of the program's community partners 
(all programs must engage in community partnerships).  Four sample interview questions follow: 
 
Could you briefly describe your agency and the service it provides to the community? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
How and why did your agency’s partnership with Head Start develop? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
What activities and initiatives are underway as a result of this partnership? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
What do you see as the major effects of this partnership? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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For members of the Health Services Advisory Committee or other Head Start Advisory 
Committees:  How long have you been a member of the Health services Advisory Committee?  
What sort of issues has the committee addressed during that time? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

For Local Education Agencies (LEAs) or early intervention programs funded by Part C of the 
Individuals with Disabilities Education Act (Part C agencies):  How do you work with Head 
Start to support children with disabilities?  What arrangements do you have to assist children and 
families in their transition from Head Start? 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
If possible, see if you can meet and speak with the program’s childcare partner (not every 
program engages in childcare partnerships).  Sample interview questions include: 
 
Tell me a little about your partnership with Head Start -- how it began and how it is working. 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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How does your partnership with Head Start assist in meeting the needs of children and families 
in this community? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
What do you bring to the partnership?  What does Head Start bring? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
How was the division of responsibilities decided? Is there a written agreement? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
How is information shared between agencies?  What records are shared?  How do you handle 
confidentiality? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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How do you ensure that you are meeting all of the Head Start performance standards?  What 
kinds of oversight and training does Head Start provide? 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Other Community Partnership Considerations  
 
Interview: 

 
Ask members of the management team who have primary responsibility for overseeing 
community partnerships the following questions: 
 
Do you partner with faith-based organizations in your community?  Describe the nature 
of any partnership you may have developed. 

 

 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
2002 
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Additional observations, document reviews, or interview questions that this team may choose to 
add: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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Summary of Results for Community and Child Care Partnerships 
 
Areas where the program is working well.  Provide examples of program strengths or areas 
where the program exceeds performance standards:  

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

Areas where the program needs improvement: 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

Additional areas of concern: 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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Program Self-Assessment Booklet ❶❻ 

Program Design:  Eligibility, Recruitment, Selection, Enrollment 
and Attendance 

Core Question to guide the self-assessment team: 
 
How does the grantee approach eligibility, recruitment, selection, enrollment and attendance in an 
attempt to meet the needs of Head Start-eligible families and in response to the community 
assessment? 
 
Purpose:  
 
The purpose is to ensure that the program is abiding by federal requirements and procedures for 
determining recruitment, selection, enrollment, and attendance of children.   
 
This booklet will help you to assess if the program meets Federal performance standards relating 
to eligibility, recruitment, selection, enrollment and attendance.  Related performance standards 
include: 1305.3-1305.8; 1308.5 
 
As you conduct your assessment of the program’s approach to eligibility, recruitment, selection, 
enrollment, and attendance pay close attention to: 

• How the program determines who in their community is most in need of Head Start 
services 

• The strategies used to recruit children and families who are most in need 
• The process used to select children for the program 
• How the program ensures full enrollment 
• How the program responds to children who are absent 

 
Review: 
 
Ask your team leader to make the following documents available to you for review: 

• Community assessment; 
• Eligibility and selection criteria;  
• Written information on the recruitment process and the recruitment areas; 
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• Current waiting list of eligible children (Caution:  in order to maintain confidentiality, 
only staff persons serving on your assessment team are able to view this information); 

• Attendance records; and  
• Class lists and home visitor assignments. 

 
Use the questions below to assist your document review: 
 
Does the community assessment include the following information about the Early 
Head Start or Head Start geographic area: 
 

Yes   No

Demographic makeup of eligible children (number, where they live, race ethnicity)  
Community strengths and assets 
 

 

Other child care and child development programs that are serving Head Start-eligible 
children (include publicly funded programs)? 
 

 

Estimated number of children with disabilities (birth to 4 years old), including types and 
relevant services available 
 

 

Data regarding the education, health, nutrition and social service needs of  
Head Start-eligible children and their families 
 

 

The education, health, nutrition, and social service needs of Head Start eligible  
Children and their families as defined by Head Start families and by institutions in the 
community that serve young children 
 

 

Resources in the community that could be used to address the needs of Head Start eligible 
Children and families, including an assessment of their availability and accessibility 

 

Summary and analysis of the data collected for the community assessment 
 

 

      
Is there evidence that the program uses the information from the community assessment to determine 
the following: 

A plan for recruiting eligible families      ❑ Yes   ❑ No 

Determining selection criteria       ❑ Yes   ❑ No 

Are there procedures for selecting children based on: 

Family income         ❑ Yes   ❑ No 

Age of the child        ❑ Yes   ❑ No 

The extent to which a child or family meets  
program-specific selection criteria?       ❑ Yes  ❑ No 
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If a vacancy occurs more than 60 days before the end of the program year, is it filled with another 
child within 30 days?         

❑ Yes ❑ No  Comment____________________________________________________________ 

Does the program regularly calculate average daily attendance?  Does the program analyze the 
causes for absenteeism when the monthly average daily attendance falls below 85%? 

❑ Yes ❑ No  Comment____________________________________________________________ 

Is there a waiting list that ranks children according to selection criteria?  

❑ Yes ❑ No  Comment____________________________________________________________ 

In cases where children have four or more unexcused absences, has the program documented its 
attempt to intervene with family support procedures?  

❑ Yes ❑ No  Comment____________________________________________________________ 

Interview: 
 
One or two members of the self-assessment team should interview a number of Head Start 
families as well as staff persons responsible for the recruitment, selection, and enrollment of 
Head Start families.  In many programs, this responsibility rests with the family services 
manager and his/her staff. 
 
Questions for families: 
 
How did you find out about Head Start and what was it like for you to get into the program? 
 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 
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Questions for staff: 

How do families in your community find out about Head Start?   
(See if the program uses a variety of strategies to reach out to families; see if the program staff is 
willing to assist families through the application process) 
 
_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

Tell me how a decision is made to accept a particular child into the program.  
(Listen to be sure that there are established criteria used to evaluate applications and that a 
consistent process is used to make decisions.)   
_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

What is the current average daily attendance of your program?  What are doing to address the 
low attendance if it is below 85% 
 
_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 
How does the program recruit those most in need of Head Start services, including previously 
underserved populations? 
 
_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 
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Are at least 90% of your currently enrolled families living below the poverty guideline? 
 
_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

How does your program ensure that at least 10% of those served are children with disabilities?  
What is your progress in meeting this goal? 
 
_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

How do you assign children to program options offered by your program? (Listen to be sure that 
options are offered to families in accordance with their needs)  
 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 
What is your funded enrollment for children?  How many children are currently in the program?  
How do you maintain the funded enrollment level, fill vacancies as they occur?   
 
_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 
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Additional observations, document reviews, or interview questions that this team may choose to 
add: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 
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Summary of Results for Eligibility, Recruitment, Selection, Enrollment and 
Attendance 
 
 
Areas where the program is working well .Provide examples of program strengths or areas where 
the program exceeds performance standards: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

Areas where the program needs improvement: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

Additional areas of concern: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

 

 

 

 

 

 

_____________________________________________________________________________ 



 178
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Program Self-Assessment Booklet ❶❼ 

Program Design:  Facilities, Materials, Equipment, and 
Transportation 

Core Question to guide the self-assessment team: 
 
How does the grantee ensure that the facilities, materials, equipment and transportation services are 
supportive of learning and reflective of different ages and stages of development of each child 
including children with disabilities, and that appropriate space is provided for the conduct of all 
program activities? 
 
The objective is to ensure that Head Start’s physical environment supports the delivery of high 
quality services to all children and families.   This booklet will help the self-assessment team to 
determine if the program meets Federal performance standards relating to facilities, materials 
and equipment.  Related performance standards include: 1304.21(a)(4)(iv); 1304.21(a)(5)-
1304.21(a)(6); 1304.22(e)(7); 1304.23(e); 1304.53(a)(1)-1304.53(a)(5); 1304.53(a)(7)-(9); 
1304.53(a)(10)(iv); 1304.53(a)(10)(xiv)-1304.53(a)(10)(xv); 1304.53(a)(10)(xvii); 1304.53(b); 
1306.30(c); 1308.4(o)(4)-1308.4(o)(6); 1310.10; 1310.12(b); 13.10.13-1310.15(b); 1310.15(d); 
1310.20; 1310.22(b); 1310.23; 45 CFR 84.5 
 
As you conduct your assessment of the program’s facilities, materials, and equipment, 
pay close attention to: 
 

• How inspections, maintenance, and repairs are carried out; and 
• How the need for materials and equipment is determined and how they are ordered; 
• How programs comply with all relevant Federal, state, and local requirements regarding  

facilities and transportation vehicles. 
 
Review: 
 
Ask your team leader to make the following licenses and inspections available to you for review: 
 

• Child care; 
• Sanitation; 
• Fire/safety; 
• Food handlers;  
• Other locally required licenses; and 
• Vehicle maintenance logs. 
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In addition, ask your team leader to provide you with copies of the following policies and 
procedures and check the appropriate box: 
 
 Available 

and 
Current 

Not 
available 

Does not apply - Explain 

Medication administration 
 

   

Short-term exclusion for health 
reasons 
 

   

Emergency procedures 
 

   

Child abuse/neglect reporting 
procedures 
 

   

Equipment and vehicle maintenance 
logs 
 

   

 
Observe: 
 
The self-assessment team member should visit a number of centers and classrooms (include 
family childcare homes) and complete the attached Health and Safety Checklist and the Bus Ride 
Checklist.  Share your results with the team administering the booklet on Prevention and Early 
Intervention.  The checklist results will also assist them in their work.  
 
 
Interview: 
 
The self-assessment team member should interview management staff responsible for facilities 
and materials. Often the management team includes the director and education manager.  Use the 
questions below to assist you with interviews:  
 
How do you make sure that the program’s facilities, materials, equipment, and transportation 
services are appropriate for the children you serve? 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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How do you make sure that the program’s facilities, materials, equipment and transportation 
services are appropriate for children with disabilities?  
  
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

When choosing a facility, what things do you consider?  
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
 
How do you ensure that the facilities, materials and equipment are accessible and useful to 
persons with disabilities? 

 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Besides classroom space, what are the other uses for space in your Head Start facilities? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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How do you ensure that arrangements and space, as well as types and uses of materials and 
equipment support the curriculum? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
How do you ensure that facilities are free of toxins such as smoke, lead, pesticides and 
herbicides? 
 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
How do you ensure that required inspections, maintenance and repairs are taking place and the 
facility is in compliance with all other relevant Federal, state, tribal and local requirements? 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Additional observations, document reviews, or interview questions that this team may choose to 
add: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Summary of Results for Facilities, Materials, Equipment, and Transportation 
 
Areas where the program is working well.  Provide examples of program strengths or areas 
where the program exceeds performance standards:  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Areas where the program needs improvement: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Additional areas of concern: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Program Self-Assessment Booklet ❶❽ 

Using Child Outcomes in Program Self-Assessment 

 
Core Question to guide the self-assessment team: 
 
Does the program have an effective system for measuring child outcomes that informs program 
leaders of patterns of progress for three to five year old children and how the program might be 
improved? 
 
Purpose: 
 
The purpose is to ensure that programs have a system for measuring child outcomes and using 
the results to plan for continuous program improvements.  
 
This booklet will help the self-assessment team determine if the program has responded to 
legislative changes concerning program outcomes as outlined in the Head Start Reauthorization 
Act of 1998 and related guidance that appears in ACYF-IM-HS-00-03 and ACYF-IM-00-18. 
 
Note:  The team leader should make the following documents available to team members 
assessing this area: 
 

• Sec. 641A(b) of the Head Start Act (as amended October 27, 1998) entitled RESULTS-
BASED PERFORMANCE MEASURES  

• Copy of ACYF-IM-HS-00-18, Using Child Outcomes in Program Self-Assessment 
including: 

• Attachment A:  Head Start Child Outcomes Framework 
• Attachment B:  Timelines for Implementation and Program Monitoring 

 
As you conduct your assessment of the program’s outcome measurement system, pay close 
attention to the: 
 
I. Effectiveness of the system in demonstrating patterns of progress for three to five year old 

children participating in the program. 
II. Actual results of the program’s analysis of  information on child outcomes  
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I. Effectiveness of the System for Measuring and Analyzing Child Outcome Data  
 
Review: 
 
The self-assessment team member should review: 

 
• Child assessment instruments 
• Written plans that have been revised to include information on measuring child outcomes 
• Written procedures describing methods for data collection, data analysis, and how child 

outcome information will be used in program planning 
• Sample data collection reports 
• Report of data analysis  

 
Use the checklist below to guide your document review: 
 
Do child assessment procedures and the instruments used by the program address, at a minimum, 
the eight domain areas and the required indicators listed in the Child Outcomes Framework? 
 
❑ Yes  ❑ No 

Comments: 

________________________________________________________________________________ 

________________________________________________________________________________ 

 
Do written plans reflect responsibilities associated with collecting and analyzing child outcome 
data? 
 

❑ Yes  ❑ No 

Comments: 

________________________________________________________________________________ 

________________________________________________________________________________ 
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Is there evidence that the program staff measure children’s progress at a minimum, in the 
beginning, middle, and end of the year? 
 

❑ Yes  ❑ No 

Comments: 

________________________________________________________________________________ 

________________________________________________________________________________ 

Does the program have a system for recording the results of child outcome measurement so they 
can be analyzed effectively?  Can the reports be used to identify patterns of progress for 
children? 
 
❑ Yes  ❑ No 

Comments: 

________________________________________________________________________________ 

________________________________________________________________________________ 

 
Interview: 
 
The self-assessment team member should interview the Head Start director, the manager of child 
development services, and other program leaders involved in the child outcome measurement 
system.  
 
Questions you may use to guide your interview: 
 
Is the Head Start program management team fully aware of the requirement for assessing child 
outcomes? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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Who has the responsibility for implementing the program’s outcome measurement system? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Has the program developed a process to analyze outcome data across the program and to include 
that information in your continuous improvement process?  
 
❑ Yes  ❑ No  Comment: _________________________________________________ 
 
Describe your system for collecting child outcome data.  Is information gathered, at a minimum, 
at the beginning, middle, and end of the program year?   
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Is information gathered on all eight domains and thirteen mandatory elements and indicators?  
 
❑ Yes  ❑ No  Comment: _________________________________________________ 
 
Does the program have written procedures for engaging in child outcome measurement? 
 
❑ Yes  ❑ No  Comment: _________________________________________________ 
 
Are you including children with disabilities in your process?   

❑ Yes  ❑ No  Comment: _________________________________________________ 
 

Do you include all children in your process? 

❑ Yes  ❑ No  Comment: _________________________________________________ 
 
Is your program measuring outcomes in areas other than those that are mandated (e.g., family 
outcomes)?  Describe which ones. 

❑ Yes  ❑ No  Comment: _________________________________________________ 
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What process is used by program managers and leaders to analyze data collected during outcome 
measurement? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Have you initiated any program improvements as a result of any discoveries you made while 
collecting and analyzing information on child outcomes?  What are they? 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
II. Using Child Outcomes in Program Self-Assessment 
 
What conclusions and results have you drawn from your analysis of child 
outcome information? 
 
Instructions:  Attach or record the results of the program’s data analysis below.  Include this 
information with your summary so that the self-assessment leadership team can use this 
information in planning program improvements. 
 
Additional observations, document reviews, or interview questions that this team may choose to 
add: 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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Summary of Results for Using Child Outcomes in Program Self-Assessment 
 
Areas where the program is doing well.  Provide examples of program strengths or areas where 
the program exceeds performance standards:  

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

Areas where the program needs improvement: 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

Additional areas of concern: 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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Stage 3: Analyzing the Results of Your  
   Self-Assessment 

 
The Importance of Analyzing Findings 
 
After completing Stage 2, Engaging in Self-Assessment, you will find that your self-assessment 
teams have generated a great deal of information and data. You will have booklets full of raw 
data in the form of survey results, interview responses, and notes reflecting the results of  
observations. Participants in the assessment process will have summarized each booklet so that 
leaders are able to glean indicators of key strengths and weaknesses from the results.  It is up to 
the leadership team to process and analyze this data to capture the important messages that it will 
provide.  These messages will drive the program’s improvement efforts.  
 
In this stage, the self-assessment leadership team analyzes the results of the self-assessment.  
Provide each member with a packet of information that includes a summary of each booklet. 
Your Stage 2 team leaders can help prepare these summaries to ensure that they are succinct, 
user-friendly, and accurately reflect the work of team members.  Be sure that the final summaries 
clearly distinguish between findings that are pervasive throughout the program and those that are 
limited to a certain segment, option, or a specific site within the program.  In addition to 
preparing and distributing written summaries, the Stage 2 team leaders can also provide the 
leadership team with verbal reports that outline the key strengths and weaknesses discovered 
during their assessment activity.  
 
Analyzing information is a sophisticated skill. The problems that are initially identified by 
participants and team leaders may only be symptoms of a larger, more systemic issue, just as a 
cough may be a symptom of a more serious infection.  It is important to analyze the cause behind 
the symptom.  This process will move the program closer to implementing long-term solutions.   
 
Consider the following example:  
 

A self-assessment team uncovers a lack of documented follow-up in children/family 
health files.  During the presentation of summary reports, the leadership team notes that 
this was evidenced in both health services and disabilities services. As program leaders 
analyze and discuss the potential causes of the problem, they consider questions such as:   
 

• Are staff aware of their responsibility to connect children and families with 
follow-up services?  Is this related to staff training?   

• Are follow-up services actually occurring but not being documented due to 
flaws in the documentation system?   

• Is it a resource question?  Is there enough staff or time allotted in staff 
schedules to perform this function?   

• Why weren’t managers aware of this problem so that it could have been 
corrected sooner?  Is there a breakdown in ongoing monitoring systems? 
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Evidence of similar problems in several service areas may point to issues in a crosscutting 
management system such as communication, ongoing monitoring or supervision and training 
(human resources).  Your program’s management systems exist to support program services.  A 
breakdown in a key management system will most likely result in negative effects across various 
program areas.    
 
Self-assessment leaders may need to build skills for analyzing data.  Although this toolkit does 
not include skill-building components, there are Head Start resources available to complement 
this toolkit.  One resource is Head Start Moving Ahead: Module 7A – Improving Quality 
Through Program Monitoring and Self-Assessment, which is available through Head Start 
publications. 
 
Responding to Immediate Needs, Establishing Short-Term Improvement Plans, and 
Identifying Goals for Program Improvement 
 
As program leaders analyze the self-assessment findings, they will begin to identify areas that 
require program improvement.  Leaders will want to develop plans to respond to three types of 
concerns. 
 
Health and Safety.  Health and safety of children, families, and staff is the primary concern of the 
leadership team.  The team must first determine if all health and safety issues identified during 
Stage 2 have been rectified.  They will want to develop a plan to immediately resolve any 
remaining health and safety issues. 
 
Short-Term Improvements. Other short-term action plans will address isolated service area issues 
that managers can address quickly (usually within 90 days) and with little investment of 
resources.   
 
Major Program Improvement.  Team members will also want to formulate goals that respond to 
the major areas of concern that emerged from the analysis of their self-assessment data.  Some of 
these goals will address systemic issues in the program.  To address these issues, managers may 
need to develop a plan of action that takes time and significant shifts in program resources.  
 
Wise leaders compare the results of the most recent Federal monitoring to the program’s self-
assessment findings.  If monitoring issues have not yet been resolved, leaders develop or modify 
previously established goals (such as those in a Quality Improvement Plan) to ensure that steps 
are in place to correct deficiencies or issues in service delivery systems. 
 
Frequently, a team will need to prioritize multiple program improvement goals to ensure that it 
doesn’t jeopardize its chance of success by spreading resources too thinly.  As the team begins 
the prioritization process, it may wish to revisit the core objectives of Head Start found at the 
beginning of this toolkit: 
 

� Enhance children’s growth and development 
� Strengthen families as the primary nurturers of their children 
� Provide children with educational, health and nutritional services 
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� Link children and families to needed community services 
� Ensure well-managed programs that involve parents in decision-making* 

 
*ACYF-IM-HS-00-03, Initial Guidance on New Legislative Provisions on Performance Standards, Performance 
Measures, Program Self-Assessment and Program Monitoring, issued 1/31/2000 
 
Program managers will want to place goals that address a program’s ability to meet these core 
objectives at the top of their list.  Goals that address weaknesses in management systems or 
service areas also deserve top priority.  For example, Head Start experts would rate goals that 
address the following issues as top priorities: 
 

• Lack of an active Policy Council 
• Child safety 
• Significant under enrollment 
• Lack of mental health services  
• Reporting systems for suspected child abuse and neglect 

 
The leadership team can use the attached workbook to document the results of their Stage 3 
Analysis.  Once completed, the contents of the workbook can be used as the basis for sharing 
information with others.    
 
Sharing Information 
 
Creating a climate that supports continuous program improvement and change is critical to the 
success of program improvement efforts.  The leadership team should make plans to share the 
results of their analysis with all interested parties.  Leaders should engage other program leaders, 
key informants, consumers of services, and direct service staff in discussions on how the 
program can be improved.  These discussions will not only build a cadre of partners who can 
provide support and assistance in implementing change, but can provide leaders with additional 
ideas and innovative strategies that can be incorporated into the final program improvement plan.  
 
The leadership team will design specific plans for program improvement in the final stage of the 
self-assessment process, Stage 4: Strengthening Your Program.   
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Stage 3 Workbook 
Analyzing the Results of Your Self-Assessment 

 
 
Are there any outstanding findings that need to be resolved immediately for the 
protection of the health and safety of children, staff or families? 
 

FINDING KEY PERSON(S) 
RESPONSIBLE 

FOLLOW-UP 
DATE 

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 
 
 
What are the key strengths of your program that have been identified by your self-
assessment teams? 
 
 

PROGRAM STRENGTHS 
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Which of the findings can be resolved through short-term corrective action? 
 

SHORT-TERM IMPROVEMENTS PERSON(S) 
RESPONSIBLE 

COMPLETION 
DATE 
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Based on your analysis, what are the goals for program improvement?  List the 
program improvement goals in order of priority. 
 
 

GOALS FOR PROGRAM IMPROVEMENT 
 

 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
 
 
 

Sharing the Results of Self-Assessment 
 
 

AUDIENCE 
 

PRESENTER(S) MEETING DATE 
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Stage 4:  Strengthening Your Program 
 
Developing Plans for Program Improvement 
 
Now it is time to revisit the goals for program improvement with members of the leadership team 
and make concrete plans that will move the program forward in its quality improvement efforts.  
Leadership team members may choose to use the attached action plan worksheet or use a format 
more familiar to the program for this purpose. The entire team may want to begin this process by 
identifying all of the available resources both within and outside of the program that can be 
applied to their plan.  
 
Identifying Resources  
 
Outside resources are critical to providing program managers and other program leaders with 
new information and renewed inspiration to “think out of the box” and explore new solutions to 
old and recurring problems.  Outside resources could include: 
 

• Consultation with Regional Office Head Start Specialist 
• Consultation with neighboring Head Start programs that have demonstrated success 

in your area of focus 
• Technical assistance services from the Regional Head Start Quality Improvement 

Center and Disabilities Services Quality Improvement Center to design new systems 
• Workshops, conferences, and seminar series to gain new information to share with 

staff 
• Academic Institutes and courses to enhance qualifications and competencies of staff 

 
Think of the assets that surround you that may be applied to your change effort.  Technical assistance 
and training can be provided by many different sources including: 
 

• Other professionals within the grantee agency 
• Board members, Policy Council parents and community representatives, and members of 

your various advisory groups who hold expertise in a variety of different areas 
� Peers in other Head Start programs  
� Community partners   

 
If you are seeking clarification on federal policy or performance standards, you will want to contact 
your Federal Head Start Specialist in the Regional Office.  
 
Engage members of the team in a brainstorming activity to generate a complete list of resources that 
can be incorporated into your plan for strengthening the program.  Record their responses in the 
Stage 4 Workbook that is attached.   
 
 
 



 208

Designing Specific Plans for Improvement 
 
Once you have determined which of the priority goals are to be included in your improvement 
effort, your next step is to involve team members in designing action plans that will serve as your 
roadmap for change. Your action plan may involve making changes in policy, procedures, or 
operations.  Change also may entail a redirection of resources within the program such as 
reassigning staff or moving funds to a higher priority goal.   
 
Think about the ideas that were generated by program leaders, staff, and the greater Head Start 
community when you shared the self-assessment results with them.  Which of these ideas do you 
want to incorporate into your plans for improvement?  In addition, ask one another how the 
program can build upon its existing strengths.   
  
You may want to divide your leadership team into small groups, assigning members to work on 
one or two goals most aligned with their area of interest and expertise.  Provide each team with 
copies of the action plan worksheet.  The attached sample provides space for team members to 
identify: 

• Action steps  
• Person(s) responsible 
• Resources that will be applied to the effort, and 
• Expected dates of completion 

 
Team members should use the area at the bottom of the form to identify the outcomes that the 
program hopes to achieve as a result of their efforts in each of the goal areas.  By identifying 
anticipated outcomes, team members have the opportunity to discuss and revisit the important 
connection between program change and improved services and outcomes for children and 
families.    
   
 
Evaluating Progress 
 
It is important to identify a process and timeline for evaluating progress in implementing the 
program improvement plan.  During follow-up reviews it is important to ask: 
 

• Have we completed the action steps as outlined in the plan?  If not, why not? 
• What barriers have we faced in implementing change?  How can they be 

overcome? 
• Are we making progress towards reaching our goal? 
• Are we likely to attain our anticipated outcome at our present rate of progress?  
 

By conducting routine follow-ups, the team can identify potential barriers to change and make 
necessary adjustments to the original plan.  You may discover during a follow-up review that 
you need to institute new strategies and action steps to achieve your intended outcome or that  
you want to apply new and different resources to the plan.    
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Informing the Regional Office 
 
The Head Start Regional Office views self-assessment as a critical evaluation tool.  Strong, well-
managed Head Start programs conduct regular self-assessments and use the results to guide 
continuous program improvement efforts. The Regional Office requests that programs provide an 
annual summary of their self-assessment and plans for improvement.  The information you 
provide will help demonstrate your internal capacity to identify areas of concern and initiate 
improvement efforts on an on-going basis.  We have provided you with a Regional Office 
Summary Report on the following page that can be used for this purpose. 
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Program Self-Assessment Results 
Regional Office Summary Report 

Program Year 20___ 
 
 

 
Program Name:_________________________________________________________________ 
 
Dates of Self-Assessment:________________________________________________________ 
 
Participants in the Self-Assessment Process (rather than individual names, provide stakeholders 
such as staff, parents, Policy Council, Board, community partners that were included in the 
process):  
 
 
 

 

 
 

 

 
 

 

 
 

 

 
 
Program strengths identified: 
 

Strength Description 
1.   

 
2.   

 
3.   

 
4.   

 
5.   

 
Other  
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Goal areas for program improvement: 
 

Area for Improvement Description 
1. 
 
 

 
 

2. 
 
 

 
 

3. 
 
 

 
 

4. 
 
 

 
 

5. 
 
 

 
 

Other 
 
 

 
 

 
 
Training and technical assistance resources that will be applied to improvement efforts: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
____________________________   _______________________________ 
Head Start Director             Date   Policy Council Chair                 Date  
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Improving Your Self-Assessment System 
 
Before adjourning your self-assessment leadership team, solicit their assistance in evaluating the 
entire self-assessment process.  The feedback they provide will give you valuable information 
that can be used to refine and improve the process for subsequent years.  Look for ideas and 
suggestions that will lead to the collection of information and data that is both reliable and 
invaluable to the program.  The following questions can help you in that assessment:  
 
Think about the process that you recently used to conduct your self-assessment.  What worked 
well for team members, staff, parents, etc.? 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
 
What aspects of the self-assessment did not work well? 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
 
Were there enough participants so that the team was inclusive and able to spread the work out 
appropriately? 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
 
Was the timeframe allowed adequate for team members to complete their work?  Did the 
timeframe cause undue interruptions for staff or others that had to be responsive to the self-
assessment team’s need for information? 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
 
What would you do differently next year?  Make specific recommendations that can be 
considered for next year’s self-assessment. 
 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 


